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Preface 

Secretarial Technology/Office Technology Supplementary Units are a Special Needs curriculum 
project sponsored by the Missouri Department of Elementary and Secondary Education, Vocational 
Special Needs Education. The purpose of this project is to provide supplementary materials for special 
needs students who are enrolled in regular secretarial and office technology courses. 

The special needs units should facilitate the mainstreaming of students with a wide variety 
of handicapping and disadvantaged conditions. These units are self-paced and contain simplified line 
drawings, controlled text, vocabulary development, and math practice exercises. Each unit is color- 
coded as follows: 

White: Introduction, Objectives, and Student Assessment - This page presents unit and 

specific objectives which the student must meet to successfully complete the unit. 
The introduction contains a brief motivational statement describing the purpose and 
content of the unit. Student Assessment allows the student to determine whether to 
study the material in this unit or take the unit exam. 

Salmon. Terms and Equipment - This,section introduces new terms and equipment necessary 
for the student to understand and perform the tasks shown in the unit. 

Canary. Steps of Procedure - This presents a verbal and illustrated step-by-step explanation of 
a given skill or task. 

Green. Skill Sheets - These pages provide paper and pencil exercises to develop and reinforce 
the math skills necessary to perform the procedures in the unit. 

Blue. Activity Sheets - Various activities are presented to increase student involvement and 
provide extra practice in performing the procedures. 

Pink: Unit Review and Performance Checklist - These sheets are used by the instructor to 
evaluate student performance. Different forms of review, includirig identification, 
matching, multiple-choice, and short answer exercises, are provided. 

Curriculum material vas developed as hands-on procedural materials for the special needs 
student and as a resource and guideline to assist the instructor. Responsibility of the instructor will 
be to adapt the material to suit a particular teaching/learning situation. This material can provide 
a basis for a variety of uses in a variety of special learning situations. 

Instructor's information, located in the front of the book, contains notes to the instructor, 
helpful resources, and answer keys. 
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General Notes to the instructor 

step 1: Read through the information in each unit before presenting it to the student. 

Step 2: Viake sure all equipment to be used in each unit is available. 

Step 3: Prepare any handouts, visuals, or supplemental material to aid student learning 
activities. 

Step 4: Provide student with Introduction page. 

Step 5; Discuss tasks on Introduction page and give directions for completing the Are You 
Ready section. 

Step 6: Have student complete Introduction page 

Step 7: If student elects to complete the Unit Review and Performance Checklist and does so 
to your satisfaction, have student proceed to the next unit If student does not wish 
to do the exercises, proceed to the next step. 

Step 8: Discuss the Introduction page information with the student. At t s time you can also 
discuss the Terms and Equipment lists. 

Step 9: Provide student with Steps of Procedure section. 

Step 1C: Select a means to present the Steps of Procedure. (This will depend upon the 
capabilities of the student.) 

a. Have student study information independently, 

b. Go through the Steps of Procedure individually or as a group. 

c. Go though the material as a group, then have students work independently. 

Step 11: Instructor can demonstrate procedures to the student or class. 

Step 12. Allow student time to practice the procedure. Individual judgement by the instructor 
will determine proper amount of time. 

Step 13. Have student complete all Skill Sheets for the unit. Skill Sheets reinforce skills 

necessary to perform the procedures in the unit and may also be used as a self- 
evaluation by the student and as points of discussion for the class. 

Step 14: Complete any applicable activities listed on the Acitivity Sheets. 

Step 15. When student is ready, use the Unit Review and Performance Checklist to evaluate 
student's performance for that unit. 



Additional Suggestions 

• Try a team approach when possible: 

•Paginning students can work together after instructor's demonstrations. 
•One student experienced with the procedure can work with a beginner. 

• For non-readers or ESL students, audio-visuals of the lessons can be prepared. 

• Review equipment with students whenever necessary. 

• Exercises can be used as a pencil and paper exerciee or m any way instructor feels will help to clarify 
the material. 

• Additional modifications can be made to take care of other disadvantaged/handicapped conditions unique 
to your situation. 
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Special Needs Follow-up Questionnaire 

staff members, writers, and advisors have worked to make these instructional materials easy to use 
and easy to read. We welcome your input in the form of suggestions and/or corrections. Please return 
this questionnaire with your comments to: 

Special Needs Editor 
Instructional Materials Laboratory 
10 Industrial Education Building 
University of Missouri-Columbia 
Columbia, Missouri 65211 

Thank you for your time and consideration. 
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My overall rating of this publication is: 

□ Excellent □ Very Good □ Good □ Fair □ Poor 
I would suggest that to improve the materials, IML should: 




Other Comments- 



OPTIONAL 

Name- 



Address- 
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Job Keeping 

Skill Sheet 1 



What Skill; are Requireci for Employment? 

A survey of Help Wanted Ads from the February 2. 1986. editions of the St. Louis post 
Dispatch, yields some important information. The ads revealed that employers seek 
employees who possess office knowledge and skills. Further, the ads reveal that employers 
seek employees who possess desirable personal traits. 

The ads In the survey included entry-level clerical and secretarial positions. The skills, listed 
in random order, included the following: 



1. 
2. 
3. 
4. 

5. 
6. 
7. 
8. 
9. 



typing 

shorthand 

office procedures 

spelling 

grammar 

telephone skills 

filing 

data entry 
record keeping 



10. word processing 

11. transcribing 

12. greeting public 

13. processing business forms 

14. calculator 

15. processing mail 

16. proofreading 

17. interpersonal skills 

18. communication skills 



Some of the desirable personal traits requested are shown In random order in the following 
list. 



1. 


neat 


9. 


well organized 


2. 


accurate 


10. 


self starter 


3. 


friendly 


11. 


reliable 


4. 


tactful 


12. 


stable 


5. 


personable 


13. 


pleasant phone voice 


6. 


energetic 


14. 


able to grasp instructions 


7. 


attractive 


15. 


able to work alone, unsupervised 


8. 


mature 


16. 


positive attitude 



Why DO Teen-agers Lose Jobs? 

This question Is answered in the March 1984 edition of Tomorrow's Business Leader. 
Employees think they lose jobs because they lacked experience or training. Employers, 
however, indicate chat teen-agers lose jobs primarily because of absenteeism, tardiness, 
and inability to get along with other workers. 
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Activities 

List the business skills you have mastered. 

2 [ 

3 

4 

5 

6 

7. 

8 ? 

' S 

10. 

List several personal traits you feel best describe you. (You may be abis to thmk of other (D 
traits in addition to the ones listed above.) O 
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6. 

7. 
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Job Keeping 

Skin Sheet 2 



For the purposes of this activity sheet, networking moans using the knowledge of 
acquaintances to help in getting a job or to advance from one job to the next An example 
of networking is applying for a position that a member of your family told you about in 
addition to family members, your network can include teachers, friends, employers, and 
ocher contacts in industry. 

A very important part of the structure of networking is reputation, it a memDeTofyour 
network knows of a position for which you are qualified, he or she will be anxious to :ell 
you about the position and will be happy to serve as a reference. It would be an error to 
recommend a friend for a position just because he or she is a friend. If the friend does 
not do well on thejob. the network members reputation with the employer will be damaged. 

Another important thing to remember about netv;orking is to keep the network operating. 
Keep in touch with members of your network. For example, teachers or placement personnel 
often learn of vacancies throughout the year, not just in April - July when many graduates 
are looking for initial employment. These Important people in our networks should be 
informed as to whether graduates are still looking for positions or whether graduates are 
looking for advancement. The same advice applies to present supervisors. Don't forget to 
let them know that you are interested in advancements. 

Finally, it is important to keep adding members to your networking list. You must take 
the initiative in introducing yourself to people who can help you advance to other positions. 

Activities 

1. List the persons in your present network. 



List the ways you plan to keep your network members informed about your 
employment status. 

a. /im^iA)f>r r uull \/(x)r^. 

b 

C. : — 

Case Study 

YOU work in the mail room of a large corporation. You would like to be 
promoted to a position m the shipping/receiving department. Discuss the steps 
you would take to add a new member to your network who could help you 
obtain the promotion 



Answers will vary. Concepts that could be included are: 

a. Let your present supervisor know that you are willing to try 
for advancenents. Supervisors can be very good sources of 
information, can put in a good word when the opportunity is 
available, and can introduce you to the right people. 

b. Follow up on introductions. Arrange a meeting with the 
contact person. Talk about your desire and qualifications 
for working for that department. 
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Skill Sheet 3 



Setting goals helps students maintain a positive attitude throughout their school years. 
When we remember that we want to get an entry-Ic ''^ clerical/secretarial job after 
graduation, this keeps us motivated. 

In order to reach goals, students should set objectives. Objectives are steps which are taken 
to reach goals. Examples of objectives are to use eff eaive telephone techniques, to prepare 
a resume, and to compose a letter of application. 

The following paragraph from the 1984-85 Occupational Outlook Handbook defines the 
job entitled "Order Clerk." 

Process orders for material or merchandise from customers or 
establishment employees, inform customers of receipt or orders, prices, 
shipping dates, delays, or additional Information needed on the oi tiers. 
May route orders to departments for filling and follow up on orders to 
insure prompt delivery. May be designated according to method of 
receiving orders, such as Mail-Order Cleric or Telephone-Order Clerk, or 
according to type of order handled, such as Back-Order Clerk. 

An appropriate goal could be written as follows: To obtain the position of Order Clerk. 
Some appropriate objectives might include the following statements. 

I will be able to: 

(a) proofread business forms for missing details, 

(b) operate an electronic calculator. 

(c) make outgoing telephone calls. 

(d) fill out a routing slip, and 

(e) compare business forms with incoming deliveries 

It IS important to remember to set new goals. Getting that first job is not the end of goals 
Advancing to jobs which have more responsibilities and better salaries is important in keeping 
a positive outlook on life. 
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Activities 

1. write a goal statement for a positlon(s) for which you are training. 

2. Write three objectives for the positions) in Question 1. 

a. ^^^Mi£rt:^,^ill >^CL^y. 

b. 

C- 



2 

5 Compare the following job definitions from the 1984-85 Occupational Outlook ID 

Handbook. Underline the new skills in the advanced position. Then write a goal ZL 

and three objectives for the advanced position. JJ 

File Clerk Clerical Supervisors, Office or Plant ~ 



File correspondence, cards, invoices. Supervise and coordinate activities of 

receipts, and other records In workers engaged chiefly In one type of 

alphabetical or numerical order, or clerical function such as typing, filing. (D 

according to the filing system used. bookkeeping, tabulating data, etc May ^ 

Locate and remove material from file assume responsibility for completion of *** 

when requested. May be required to work assignments by clerical force being 

classify and file new material. supervised and for the accuracy of 

completed assignments. ^ 



2^ 



wnte a goal. |D 
List three objectives. ^ 



a 
b 

c 
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Job Keeping 

Activity Sheet 1 



The ability to attract people to you is achieved by good interpersonal skills. The skills involve 
a positive self-image, good personality traits, and a neat physical appearance while a 
comprehensive discussion of interpersonal skills can fill several books, the next three 
paragraphs are presented to help you in the role-playmg activities that follow. 

Developing a Postive Self-Image 

Throughout our lives we see people we want to pattern our behavior after For example, 
we might think to ourselves. "Gee, I wish I could type as fast as what s her name. A negative 
self-image can lead to feelings of jealously or cause us to just accept whatever life brings 
our way A positive self-image helps js remember that we are worthy individuals and to 
try to make the best of what we have, we also need to believe that most people are 
trustworthy and will accept us as we are. 

Developing Good Personality Traits 

Personality traits can be thought of as good habits. For example, teenagers become reliable 
by practicing being on time for classes and by having their homework ready for class 
Undesirable traits turn people off and cause them to not want to *^3ve anything ro do 
\vith us Examples of undesirable traits include always compiammg about something, 
sloppiness, and constantly making excuses. 

Maintaining A Desirable Physical Appearance 

An attractive outward appearance depends on feeling good inside as well as looking good 
on the outside. When we feel good about ourselves, we usually stand or sit erect with our 
heads up. Good posture, in turn, makes our body work better, and we feel better. Therefore, 
we can get more work done. People think we are more energetic and friendly Wiien we 
look good on the outside, that makes us feel better and gives us confidence in meeting 
and working with others. 
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Role-playing Activities 
Situation 1: 

You have to stop on your way to work this morning to have air put into your left front 
tire You arrive at work inter than normal and have to dnve around a few oxrra minute; 
to find a parking spot So you arrive on your floor of the office building realizing that you 
are late for work You rush into the office pausing only to say. "Excuse me," to two people 
standing in your way. You plop into your chair, exhale, and look up to see your supervisor 
standing there with the new employee for your department You suddenly realise thai 
you went past them without a greeting (such as. good morning), without saying the 
supervisor's name (Mrs Ford), and without your usual smile. You feel a great distance opening 
up between you and your supervisor How can you regain a "comfortable" feeling? 

Points to bring out in role-playing activity: 

The point of view of each person should be considered. The 
supervisor needs reinforcenent. she wants to be treated as an 
individual who is accepted by all the workers. She also wants 
the respect of her subordinates. The new worker needs to feel 
secuxe — that friendly, helpful people work here. The late 
employee could apologize briefly without a lot of complaining or 
making excuses. 



Situation 2: 

Vou work in the billing department now. However, you have been taking night courses m 
word processing Dunng your afternoon break yesterday you finally got up enough courage ^ 
to make the acquaintance of Sally who works in word processing. Sally calls today and invites 
you to walk to a local restaurant for lunch. It is warm outside. You are keeping your blazer 
on today since you didn't h:ve time to press your blouse. You make some excuse about 
not feeling well and decline Sally's offer. After you hang up. you wonder whether Sally will 
call again since you rejected her offer if you could relive these past two minutes, would 
you accept the offer? 



Points to bring out in role-playing activity: 

Beip^ unsure of how we look can cause us to be overly cautious in 
our dealings with others. We have to feel good about ourselves 
before we can really have good communications. Anything that 
shuts off communications must be eliminated or the communications 
will cease. 



Situation 3: 

Peggy's desk is across from yours. Peggy has recently developed a new habit that annoys 
you. You have tried to stop speaking to her hoping that she would take the hint She thinks 
you are just being mean to her. You both like your jobs very much and both want to stay 
in the department How can you begin to let Peggy know how you feeP 



Points to bring out in role-playing act-ivity: 

The person must be separated from the behavior. It is the 
behavior that is not liked. Start communicating again. There 
are two alternative directions. 

1. Be straightforward. Ask Peggy to do what you want. Be 
ready to explain the benefits that Peggy will gain. 

2. If you find you cannot ask Peggy to stop the behavior, try 
to change to tolerating the behavior. 
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Unit Review 



Directions: Provide answers fo the following questions. 



1. Indicate whether the following terms are (B) business skills or (P) porsonni traits 
by writing the correct^etter in each blank. 



a. dependability 

b. typing rate of 50 wpm 

c. spell medical terms 

d. transcribe medical reports 

e. sensitivity r 

f. insincere praise P 
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Indicate whether the following concepts are positive (attracting) interpersonal 
factors or negative (repulsing) interpersonal factors by circling the correct 
letter. 

a. trusting others jl 

b. losing one's temper Pi 

c. talking too loudly P 

d. breaking promises 

e. suggesting alternatives 

f. embarrassing others 




3. What IS netv/orking? 




4. Choose one of the following ads. Write a goal and three objectives. 
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Proofreading 

Skill Sheet 1 



Directions: Match the proofreaders' marks to their mesnmgs by writing the letter for the 
correct meaning in the space next to the proofreaders' mark. 

s\ delete 

b. close up 

c. move right 

d. move left 

e. move 

f. reverse (transpose) 

g. insert (addl 

h. run in (no paragraph) 




Directions. Write the correct proofreaders' mark in each space provided below. 

1. ^ lower case (do not capitalize) 

2. - upper case (capitalize) 

3. ^ insert a space 

4. start a new paragraph 

5. jkL^ do not change 

6. O spell out (do not abbreviate) 

7. single space 

8. fits double space 



ERLC 
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swer Key - Skill Sheet 2 



HAPPY HOMEHTS WITH SVEN ANDREW 

We often enjoy time spent with little children because they are so 
natural. For example* when Sven Andrew was about three years old, he stayed 
in the bathroom for a while longer than usual, (little ones love to play 
with the paper in the ba throes;.} I thought to myself, he is just pulling 
paper off. For once I'll let him pull off paper to his heart's desire. One 
roll can't hurt. But soon he came into the kitchen. He had on pajamas that 
covered him fror. shoulders to toes. There seemed to be quite a bundle 
Inside hi^ pajamas. "Look, Kommie," he said. "See my cottontail. I'm a 
bunnyl" 

When Sven Andrew was about four years old, he watched very quietly one 
day as I shelled pecans. This time I "accldently" let one shelled half get 
close to him hoping that he would pick it uo, examine it, and ask questions. 
He Surprised me. He popped It Into his mouth and began chewing before I had 
cleaned the hully matter between the ridges. Quick'ry he spit out the morsel 
exclaiming, "Hommie, Kooirtie, there's a skunk In my mouth!** 

bten Sven was in the first grade, he brought home a pamphlet about 
plants. Sven h^d not read through the entire pamphlet. I was reading it 
over and said, "Sven U says here that if you put a sweet potato In water, 
you get lots of leaves." I read a little farther* "Sven, it says here 
that if you put a pineapple in water, it...** "Don't tell me," he saidy 
indicating by his tone that he didn't want to be disturbed further from h'^ 
toys. "You get a pine tree." 
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ClpriMl/Serretnnal Supplementarv Unit<i 

proofreading 



Proofreading 

Skill Sheet 3 



Directions: Use proofreaders' marks to show the correct usage and/or spacing before and 
after the special keys used in the following sentences If a sentence is correct, place a "C" 
in the answer blank provided. Check your work with the answer key. Then, type all the 
sentences In correct fornfi on a sheet of paper. 

Hyphens 

1. Most calls should bo placed on a statior^({)Otalion basis, 

2. Each is staffed by factorx)trained people who know our calculators 

3. Each letter will Include a two- to three-page brochure. - 



Telephone Numbers 

4. 'If you have a question about our product, rsil us at 1y^80O^222-1O0O. 

5. Her telephone number lsf3oi^9-2301. 



A A 



Money p 

6. Enclosed is our check for S77^n payment of your fee. 

7. The price will Increase from 30 cents to 42 cents. 

8. The prices ranged from ^95 to 31.09 per ounce. 



Quotations 

9. He sald/7hat is alfcn 

10. The assignment was to read the chapter entitle<^kin Care.' 



Percent 

11 We pride ourselves on helping our clients cut costs by 40 percent. 

1980 1985 Percent of 

County Census Census increase 

Bloomfield 200,000 250,000 25% 

Appleton 100,000 110,000 10^* 

5weeton 300,000 300,000 0% 



Number and symbol sign 

13, Unit 
Quantity Description Price Total 

e reams 20 bond paper 2.25 18.00 

6 reams 16 ditto paper 1.25 7.50 

14. Our model No.5l8 delivers up to 150 copies per minute. 



CO 
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Clerical/Secretarial Supplementary Units 

Proofreading 

KEY 

proofreading 

Skill Sheet 3 

Directions: Use pr headers' marks to show the correct usage and/or spacing before and 
after the special keys used in the following sentences. If a sentence is correct, place a C 
in the answer blank provided. Check your work with the answer key. Then, type all the 
sentences In correct form on a sheet of paper. 

Hyphens 

1. Most calls should be placed on a statlon"-CtoC-Cstation basis. 

2. Each Is staffed by factors-trained people who know our calculators. 

3. Each \etK?s will Include a two- to three-page brochure. ^ 



Telephone wumbers 

4. If you have a question about our product, call us at 1^800^222-1000. 

5. Her telephone number lsft07/589-2301. 

A A 

Money • 

(0 6. Enclosed is our check for $77^n payment of your fee. 

7. The price will increase from 30 cents to 42 cents. 

8. The prices ranged from to $1.09 per ounce. 

Quotations 

9. He said, "That is alt>?| 

10. The assignment was to read the chapter entltled(/]Skln Care." 
Percent 

11. We pride ourselves on helping our clients cut costs by 40 percent. 

1980 1985 Percent of 

County census Census increase 

Bloomfield 200,000 250,000 25% 

Appleton 100,000 110,000 10 7o 

Sweeton 300,000 300,000 0 7* 

Number and Symbol sigh 

13. unit 
Quantity Description Price Total 

Breams 20 bond paper 2.25 18.00 

6 reams ^1 6Cf ditto paper 1 .25 7.50 

14. Our model No.^l8 delivers up to 150 copies per minute. 



ERIC 
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Clerical/Secretarial Supplementary Units 

Proofreading 



proofreading 

Skill Sheet 4 



Directions. Beiow you wiii find a list of products that appeared in a caiaiog A purchase 
order nas been prepared to request some of the products. Proofread the purchase order 
to make sure it has been prepared correctly. Use proofreaders marks to correct any errors 
that you find on the purchase order 



OFFICE SUPPLY CATALOG 


Removable Transparent Tape 






B30-591. 1" wide tape 


$5.75 ea. 




B30-590, 3/4" wide tape 


$4.35 ea. 




Book Tape 






B30-420,1 W wide 


$3.00 ea. 


$2.90 ea. for 6 or more 


B30-421, 2" wide 


$3.99 ea. 


$3.89 ea. for 6 or more 


Masking Tape 






B36-305, 1/4" wide 


$1.15 ea. 


$1.10 ea. for 12 or more 


B36-307. V:" wide 


$1.51 ea. 


$1.45 ea. for 12 or more 





PURCHASE ORDER 






Quantity 


Description . 


Unit Price 


Total 


5 

6 
1 
12 
10 


BSCjjE^tgi removable transparent 
a^apgi 1" wide 

B/O-jrao book tape, 1 1/2" wide 
a30-421 book tape, 2" widet, 
336-305 masking tape, 1/^6^ wide 
B36-307 masking tape, 1/2" wide 


5.75 

3799 
1.5{2^ 


28. 

17.40 
3.99 j 
13.20 
15.j^ 
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ClericaUSscretnrial Supplementary units 

Proofreading 



Proofreading 

Skili Sheet 5 



Directions: For each of the situations described below, tell what type of reference could 
be used to find the needed Infornfiation. Some items may have more than one correct 
answer. 

Possible answers include: 

• dictionary 

• word book (quick reference) 

• grammar/style book 

1. To check the spelling of a word 

2. To find out the correct way to use a comma in a sentence 
that lists several Items 

jrAvtA^Afl/^ j/^fjle bo ok 

3. To find out how to divide a word at the end of a line 

/ ' 



4. To find out what a word means 

clig,ti*r>v\flLif^y 

5. To find the correct way to use quotation marks 

6. To find another word with the same meaning 



To find out whether a word is an adjective or an adverb 



8. To find out when to use italics 



To decide whether to use a dash or a colon 



10. To find how to spell the plural form of a word 
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Clerical/Secretarial Supplementary Units 

Proofreading 



Proofreading 

Activity ssieet 1 



Directions. Use a dictionary, word book, or grammar/style handbook as indicated to answer 
the following questions. 

1 Use a word book (Quick reference) for spelling and word division to find the 
correct way to divide these words. 
Example: difficulty dif-ficulty . 

population yoep'>a '-la.''Tiah 



population voejQ'-a '-ia.''/ i»h 

eve ntually lc.\ye.v%^H-u, ~ ^ fl%/ 

recognizable y^gc-og^nig. - 
advantageous nlx/rt t\> 4-/1 - j«>ftiLg 



Use a word book (quick reference) for spelling and word division to correct the 

spelling of these words. 

Example: difikulty difficulty , 

expediant gy^<>A'ifeKT 

refered r^f>*^of^r^.A 

conceed r.rtHg»<lp, 

developement A^y/p. \np^\p.)^T ^ 

Use a dictionary to find the correct way to spell the plurals of these words. ^ 

Example: difficulty difficulties 

tomato -f nTKa.4n es 

mother-in-law fn^^'*'^^^^'^- 

crisis c-Yi<iP.f: 



alunnnus 



4. Use a grammar/style handbook to find the information requested. 
What is the abbreviation for "trademark'? 

:JZ^ 

What IS the abbreviation for "Master of Education*? 

M.gJL. 

Are the names of the seasons capitalized? ^ . 

What is the rule for expressing amounts of money that include nnixed amounts 
of dollars and cents^ ^ p / i \ ± .il i. 

How is«the possessive of a proper name ending in *'s" (for example, Jones) 
written? ± \ \ h i 4 ^ t 
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Clerical/Secretarial Supplementary Units 

Proofreading 



proofreading 

Skill Sheet 6 

First Reading Key - Blue ink Pen 



Hbnact lai 



We are v^ntd lo announce that we win be having a sa!e beginning Apr4 3 

Rewe 9»ve special at^joo to the cncJosed map ine sa}e locatcn *«a be the Cctomi 
km Convention haa at>is and Route B, Caoe Orar(}eaa(@ 

v;e win have / large seieaion of hcn^ f uf n()hk)9), as wefl as a taroe Miecf KXi of sooaing 
ecwon>ent 

6ncJose<J are tckets for our ixivate sale days. 

Two Private Sale Days 
Moft. March 5 and Toes, tMrzhc 



V5 Four PubbcSa!«§ Days 

Wed . March 5, Thurs March 6. FrU March 7. & Saturday, li^ch 8 



Monday 

Tuesday 

Wednesday 

Thursday 

Friday 

Saturday 



Store Hours 

March 5 
htarchd 
Marcns 
MarctiS^ 
ktarcii^ 
Marcus 



8 atn.to8 am 
8 am. to 8 pm. 
10 am to 8 pm 
lOamto 8 pm 
10 am to 8 pm 
10 am to 5 pm 



Welooic focMard toseemg you agatft 
Sr<erely, 

Frank Hayes 
cnv 

Enures 
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Clerical/Secretarial Supplementary Units 

Proofreading 

Proofreading 

Skill Sheet 6 

Second Reading Key - No. 2 Pencii 



February ia 1896 



Dear Customer. 

v/e are pteased to announce that we vdl be having a sale begmng Aprl S 

Piease give soeoal attnetion to the enclosed map The sale iocaiky) wdl be the Cdon^D 
mn Convention hall at tSS and Route a Cape Orardeau. MO; 



v/evrfi 
eowom^t 



have e targe selection of home fumrshtng^ well as a large selection of Si 



EnckJsed are t<icets for our private sale days. 

Two Private Sale Days 
March 3^and Tue^ March 4 

^^^March 5:<^3^5arch^^Srtf?7^SSaturdav, March 8 



Monday 

Tuesday 

Wednesday 

Thursday 

criday 

Saturday 



Store Hours 

March 3 
March 4 
March 5 
MarchS 
March 6 
March 8 



we look forward to seetng you again 
Sincirety. 

Frank Hayes 
cmr 

Enctsures 



8am toBam 
8 am to8Pin. 
10 am. to8piTi 
lOanv to8pn>. 
10 am. to 8 pm 
10 am toSom 



o 

m 
t 

MM 

fii 
w 

CD 
O 

ft" 

fil 
c 

(D 

3 

o 

3 
ft- 
fil 



C 
3 

> 

3 
in 



Ox 
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Clerical/Secretarial Supplementary Units 

Proofreading 

Proofreading 

Skill sH^et 6 

Third Reading Key - Black Pen . 



fttxw^ 10. 1896 

Dejr Customer; 

We ve P(e»ed to announce that we ml tx; having a saie tegmng^^s. 

Please Q>ve soeoal attnetioo to the enclosed mao. The sale location wts be the Colonial 
mn Conventon haa at ^55 and Route B, Caoe Ctfsrdeau, MO. 

We wtfl have e targe selection of hocne fumshmgs. as weV as a large selection of spoatng 
eonoment 

Enclosed are tickets for our pnvate sale days 

Two Private Sale Days 

Mon, March 3 and Tues, March 4 

Four PubTic Sales Days 
Wed . March 5; Thua March i, FrU March 7, & Saturcjay. March 8 

Store Hours 

P 

Monday March 3 Bam. to 6 >m 

Tuesday March4 Bam.toBDm 

Wednesday March s 10am.toBpm. 

Thursday March 6 10 a m. to S pm 

Friday March 6 10 am. to 8 pm 

Saturday March 8 10am. to 5pm 



we lock forward to 5«eing you aga^. 
Srxerely. 

Frank Hayes 
cmr 

Encisures 
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Clerirnl/Secrorarial Supplenfientary Units 

Proofreading 

KEY 

Proofreading 

unit Review 



Directions For each symbol in Column 1. choose the correct definition from Column 2. write the correct 
letter in the spaces Provided. 





column 1 


column 2 


^ 1. 


o 


A, move to the left 


2. 


cz. 


B. leave soace 


C ? 




C. delete 


B d 




0. spsll out in full 


F 5 




E. insert Duntuation 


^ 6. 




F. move circled material to indicated point 



Directions Proofread the foliov/ing expressions fbrccrrect punctuation and symbol ^jsage if the expressions 
are correct, enter a C in the space provided. Jf the e/,pres$,jns are incorrect, place Proofreaders marks 
at the appropriate places. 

7 If you are in a hurry, just drop the card in the mail today 

8 Accordinglv^we have updated the ledgers. 
9. Therefore, the tickets were printed yesterday. 

10. It has childC-Coroof hinges. 

11, Your ideas increased our sales by 2C@ 
12 you will hear a "beep". 
15. Just call our branchaU31^552-144i. 
14. For as httle as S3C@a day. you can rent a lodge. 

Directions Place proofreaders' marks in the following letter 



»My 7. 1986 




The Cf f Ke Place 
558 Poour Avenue 
Poo«o' Btuff, MO 65901 




Please send the Wowrvg coducts bv UPS 




Oua^ CCatalog no. C Description 

6 eiesJ5ju ieiier-si:e desk iray 
2 eiBffiw kgatsirc d«k 


CPrice CTotal 

S2SOe9 SiSOO 
S4 25ea 850 


To covf tJ* costs cf shwoo and hand»*>5^> check for 525 25 1$ endosed 
5«X^. 


MCrtry langford 
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Clericausecretarial supplementary Units 

Typing Letters 



Typing Letters 

Skill Sheet 1 



Directions: Study exh letter and answer^the questions about it. 

1. How many words are shown in the first line of the body of Letter 8' 

2. How many lines of handwriting -gre shown in the body of Letter 8' _ 

3. Multiply the answers from y Q Letter 8 
questions 1 and 2 to find / V- V- 

the number of words in 
the body of Letter 8.-IH1 



4. Margin settings :o be used 

for Letter 8 are those of 

a a short letter 
® an average letter 
c. a long letter 





s. fin 


f 




I 






— 1 


Dltt l*4ir7arni^. 


















f 


iff Alt r^Zrl-frmtf KdAr/itiA.^ ft^r^/ZJif. fU^tA ^r»»_ <^ frrf/ 




-Hi ycvt^**< — r^-H^,.^> ^ ^ ^. 












\ 














i/^K. ■f^yw»,,f giV/^^ />W//> ^ylHltAJfJi/t^ . 














g^y£^. iM-d^yn. y> rr.A^:^ A^t 






iT 
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Letter C 



■ Siff.U^S^. 



1^ -A-^V 



S How many words are shown in the first line of the body of Letter C // 



6 How many hnes of handwriting aie shown in the body of Letter O 1^ 
Multiply the answers of questions S and 6 to find the number of words in the ff 



body of Letter C jS'^ 

8 Margin settings to be used for Letter C are those of 
a, a short letter 
(g) an average leuer 
c a long letter 



J) 



CIcrical/Secrrrnriai Supplrmcnnrv Units 

Typing Letters 



Typing Letters 

Skill Sheet 2 



Directions: study the index irlrip below and circle the appropriate type of margin setting 
for each letter. 



^•«% ... 11 ... 1 V*' 

0 I si 10 I 15 20 25 30 — 

Correct 



1 first letter.,,....,...... .short (g yerage ) long 

2. second letter.. short average (Jong^ 

3. third letter....... ^ort ) average long 

4, fourth letter.. short a verage (jong) 

5, fifth letter short faverage) long 
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Clerical/Secretarial Supplementary Units 

Typing Letters 



Typing Letters 

Unit Review 



Directions: Fill In the blank with the best answer for each question, 

1. The "control" key Is a j^ey. it must be held down while another key 
is typed. 

2. The following word counts were provided on a textbook assignment. Determine 
whether the letters are shorf, average, or long by circling the correct length. 
Fill in the margin settings for those letter 

WORD COUNT CLASSIFICATION 
119 short ( average ) long 

324 short average (long) 

207 short ( average ) long 

83 (short) average long 

3. A handwritten letter Is 17 lines long. T he first line of the body contains 10 
words. Is the letter classified as short ^verag| ?cr long? 

(Circle the correct length.) 

4. Locate the third piece of correspondence on the following Index strip and tell 
whether the letter is: 
a. short 



12 PiTCH 
LM RM 


10 PiTCH 
LM RM 






12 TL 


IL 




/2 77 




15. 


/7 22- 


25 




7X 67 



averagg^ 
c long 



Yo«' are typing a letter that will be photocopied and mailed to 25 offices. You 
acuidently type paragraph 3, which is a twaline paragraph, where paragraph 2 
should be. You are using a typewriter that has a lift off ribbon. Check the 
correction technique you could use. 
_ covenup tape 
_ liftoff tape 

lift off ribbon 
Z correction fluid 
^ correction tape 
_ delete 
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Typing Tables 



Typing Tables 

Skill Sheet 1 



To urKlerstand instructions for typing ts:)les, knowledge of the names of the parts of tables 
is necessary. The parts include: 

A, mam heading 

B secondary or subheading 

C underlined column heading:, either all blocked or all centered 
D. columns 

E longest ime of type including spaces betv/een columns 

F, blank lines 

G, typed lines 

K sp?ces between columns (spaces becween columns may vary from table to table) 
The parts of the follov/ing table are labeled and their spacing is indicated. 



miin tiS3(3ing ^ 



TVPE ELEMENTS- 



secondifvorsuohe^inQ ^ qq Characters 



DS 



column ne3<3ings. 

3U Diocked or :^ Harae 

€cnteee<J 



Adjutant 



longest hne of 

fvptf/rtc/otf/nj^ (Courier 1? 
sPices ^ 




octwcen 
columns 



Courier 71.^,^,^01-051 

Elite 72 ] 01-137 

^ SP3CCS oecween columns 
columns 



10 
12 



1 
2 
3 
4 

5 
6 
7 
6 
9 
10 
11 

Legal 12 
•^'Ounkttncs 13 

Standard -4-] 14 
fvpotf hnes 



Bracket 
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Answer Key - skill Sheet 1 ^ 



Directions: Using names of the parts of the table as listeO on the orevious page, labeled 
A'H, fill in the circles with the appropriate letter. 



@ OFFICE PilOCEOURES CLASS 
(g) Assignments® 




Activity 
Questions 4, 8 
Cases 1-1, 1-7 



Questions 1. 2. 6 



Cases 1-3, 1-S 



(S) ® 



© D^te Due 
Septejnber 5 i 



Directions: Answer the following questions concerning the table. 

1. How many typed lin^ are in the table? 

2. How many blank lines are used by the table? 

5 How many combined lines are used by the table? 



4 On which line of type would a typist start typing the mam heading' ■3.6> 
Show nfiath steps. 



-/f 

SO. 



J. (p. 

/a. 
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Clerical/Secrotnrial Supplciiicntiirv units 

Typing rabies 



Typing Tables 

Skill Sheet 2 



Directions: Look at the following table and answer the questions 







CAICUIATORS 






Haixlheld and Portable 




Brand Name 


Catalog No. 


Fewer Service 


Printer/Display 


Texas Instnxnents 


K9-TI-5008 


AAA Batteries or AC 


P/D 


Texas Instrvrents 


K9-TI-5020 


Solar 


D 


Sharp 


K9-E1-1161 


AAA Batteries or AC 


P/D 


Sharp 


K9-VX-1136 


AA Batteries 


D 


Sharp 


K9-EL-345 


Solar 


D 


Adler-Royal 


K9-PD1 


Rechargeable Battery 


P/D 


fldler-Royal 


K9-PD4 


AA Batteries 


P/D 


Casio 


K9-FR-X01 


AA Batteries or AC 


P/D 


Casio 


K9-SI/-3005 


Solar 


D 



1. What is the main heading? Cn / cul IdL'f o^v<? 

2. What Is the longest entry In Column 1? Tip vgLt^ Xks'f r>u frVLPtAJvr 

3. What Is the longest entry in Column Cn-f/v Ia^ A)o. 

4. What is the longest entry in Column 3? l^p r.Lcn^^pn L/e T^aWl^v * 

5. What is the longest entry in Column 4? P/sj^/ziy 



:.: ' 40 



6. How many strokes are in the Iqngest line of type in the table? 
IZ +6 +6 ^ 46 /£=4A 

7 What v/ould be the left margin setting for this table? ^rPi' 

Show math steps, j | Jj ^^jj^ 

8. HOW many lines are needed for this table if It is single spaced? /& 



9 On ^hich hne of type would a typist start typing the mam heading on a full 

sheet of paper? ^(o ^ 5- 

10 Type the table in the correct form single spaced. c-zT H- -s^^-k^ 



10 
to 
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Typing Tables 



Typing Tables 

Unit Review 



1. Place the appropriate letters In the circles In this Area Code Directory table 

A. Main Heading E. Longest Line of Type 

B. Subheading f. Blank Lines 

C. Column Headings G. Typed Lines 

D. Columns H. Spaces Between Columns 



AREA CODS DIREXriORY 
For Seven Central Cities 



@ 



© 



Tulsa 




Directions: Circle the correct answer. 

2. How many carnage returns should be placed between the main heading and the 
subheading? 

a. none 

b. one 
©two 
a. three 
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Directions: Study the following table and answer the questions concerning it: 



IBM COMPATIBLE PJONIWHEEIS 

Kor Use With the 6240 Printer 
an3 the 3730 Printer 



Catalog No. 

01-A7501 

01-A7504 

01-A7506 

01-A7502 

01-A7503 

01-A7507 



IBM Part ^^o, 

001504086 
001^06087 



001503011 
001507012 



Type Style 
Orator 100% 
Prestige Elite 
Letter Gothic 
CCR-B 

Courier Pica 
iTcstigc Pica 



Pitch 

12 

12 

12 

00 

10 

10 



1 
2 
3 
4 
5 
6 
7 
8 
9 
10 
il 
12 
13 
14 
15 
16 
17 
18 
19 



What IS the subheading? ' t.^^ fto .^7^^ p^inf^^ 



What IS the longest entry in Column 1? Ca.f a. I /i j AJa 



What is the longest entry in Column 2? pA^ri' AJa. 



What is the longest entry in Column 3? PriSff.jx) Elih 



What IS th^ longest entry in Column 4? P:^cL 



How many strokes are in the longest line of the table? 



= sv- 



What would be the left margin setting for this table? 
Show math steps. si 



3^ 



8. On which line of type would a typist start typing the mam heading? <g.^ 
Show nnath steps. // :23 3 o 



V-7 7 <af 

6 
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Telephone Techniques 



Telephone Techniques 

Activity Siieet 1 



<0 



Direccions: Read the following information and then act out the siiuations described on 
the following page. 

Employees who answer the telephone should remember that they represent the 
company. They should try to create the feeling that they care about each caller. This 
caring* attitude will help callers place more confidence m the employees. 
CivingeaCh caller your full attention by listening carefully makes callers feel welcome. 

A "caring" attitude and good listening skills can be shown over the telephone: 



Courteous Behavior 
1. Accept the interruption. 



2. Answer promptly. 

3. use the caller's name. 

4. Listen patiently. 



5. Repeat some of the caller's own 
words. 



6. Apologize briefly. 



7, Ask questions. 



How Callers Feel 

Sometimes when calls come, an employee 
is not In a good mood .ecause of working 
toward a deadline or simply not feeling 
well. These moods should not become part 
of the phone conversation. Try to put a 
smile on your face for each caller. 

Answering calls within three rings generally 
indicates a professionally run organization. 

This makes the caller feel important. 

Sometimes callers may be unhappy about 
a product. They must get their complaints 
"off their chest." Although the problem is 
not your fault, you must not interrupt. 

The caller will feel that you are 
sympathetic and that you understand the 
problem. 

Sometimes the customer feels that a 
product or service offered by your 
company is not perfect. The words "I'm 
sorry" help to «ooth the caller's anger. 

Show \our willingness to help the caller. 
Ask t'le caller for dates, amounts, or other 
information that will help you to fill 
requests or solve problems. 
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Directions: Role play the following situations. Think about how the caller would feel, and 
demonstrate courteous behaviors listed on the previous page. 

SITUATION 1: 

You are secretary to Mr Blue, an accountant who specializes in corporate tax matters a 
prospective cnent calls about personal tax matters. She requests an appointment with Mr 
Blue You know that Mrs Eastman handles these matters for your firm. You need to transfer 
the call to Mrs. Eastman's secretary without making the caller feel unwanted. 

SITUATION 2: 

A customer has gotten home with what she thought was a super combo deluxe deep pan 
pizza. She finds when she opens the box that it is sausage pizza She calls to complain You 
need to listen to her story, apologize briefly, and keep her oood v/ill. 

/^,nsc.e.5 ^^-^e-^ ^^^^ cL^sf.J. 

cou.-^coca kU-.cKr ^.cii^e^ ^-^'"•i/ "^^^^^ 
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Clerical/secretarial Supplementary Units 

Telephone Techniques 
Telephone Techniques 

Activity Sheet 2 

Only one out of every four business calls reaches its destination on the first attempt because 
it is difficult for business people to be available at their desks at ail times. Therefore, 
messages are an accspted part of the communication process. Four guidelines for taking 
telephone messages are: 

1. Use a message form. A scrap of paper may get mixed in with other papers or 
lost entirely. In addition, a scrap of paper does not contain guide words to help 
you in taking a complete message. 

2. V-'rite the message with great care. Avoid rewriting a message as this increases 
the chance for errors in :.ansposition or omission. Confirm or repeat names, 
numbers, and messages ds you go. You will be sure to hear everything correctly 
by slowing down the conversatioa This allows enough time for you to write 
legibly 

3. Know company policy. Many companies prefer that carbon copies be kept for 
the company flies. The copies are kept in a spiral-bound book for future 
reference about names, telephone numbers, or other facts. The original only is 
torn out and delivered to the party being called. 

4. Deliver the message promptly. Place the message in a prearranged place on a 
desk or on a telephone message holder. 

Directions: Read the following conversations. Then ask a classmate to play the role of 
Taller." Complete message forms for the conversations. 



Exercise 1; 




YOU: 


Good morning. Accounting Department. Miss Hu:ton's desk: Ms Jones 




speaking. 


Caller: 


This is Mr. Roo9ns. Is Miss Mutton in? 


YOU: 


I'm sorry, Mr. Roberts, Miss Mutton is not at her desk. 


Caller: 


Well, can you give her a message? 


You. 


ni be happy to. That's Mr. Roberts in the Sales Department. Extension 




2288? 


Caller: 


Right! Tell her that 1 need to speak to her be fate noon 


You: 


1 see, Mr. Roberts. You want her to call before 12 




Will she know what the call is about? 


Caller 


It's about the Rhoades Construction account. 


Yoa 


Yes, Mr. Roberts. Ill ask her to return your call regarding the Rhoades 




Construction account. Is that spelled R-M-O-A-D-E-S? 


Caller: 


Correct! Thanks. Goodbye. 


YOU: 


Goodbye, Mr. Roberts, 
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Exercise 2: 
You 

Caller 



YOU: 

Caller 

YOU: 

Caller 
You. 
Caiier 

YOU: 

Caller 

YOU: 

Caller 

YOU: 

Caller 

YOU: 

Caller 

YOU: 



Mr Adams' office. Jennifer Smith. speaking. 

Yes, This IS Mr Montgomery from ABC Corporation. Is Mr Adams 
around? 

Im sorry. Mr Adams is in a conference which should be completed in 
about a half hour Can I take a message? • 

All right. Tell him that address he needed is. Allen Belle... 

is that spelled A-bA'N? 

No. A-U-E-N. B-E'U-E. 

Belle with an "e" on the end? 

Right. 2'2'7 Mosely Boulevard. 

2-2-7 M-0:.. 

...S-E-L'Y 

Okay. 

Sikeston... Missouri... 63801. 
Zip Code 6-3-8'0'1. 
Right. Thanks. 

Thank you. Mr Montgomery. I'll give Mr Adams the message. 

Goodbye. 

Goodbye. 



O 

CI 



WHILE YOU WERE OUT 

TQ: M'iSS Htlijh]^ 
DATt TIME: 



■Y- /Kg JpK&S 
ftiwn c»I Q Teltfiioned 



Nine uXcr: 



WHILE YOU WERE OUT 



DATE:- 



TiMfc 



of. ABC Co^finir>ATi otA>. 



The aJJlx^^iJi.^.Ji^ 
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Clerical/Secretarial Supplementary Units 

Telephone Techniques 



Telephone Techniques 

Skill Sheet 1 



Directions: Rewrite the following names giving last name, first name, and middle initial. 
Spell out ail abbreviations. 

1 . Ceo. K. Abscher AV>.SP.V\^r G^Pi^r^e. |C. 

2. Thos. S. Allen /4\lfty> TV\Ql^aS 



3. Jas. L Alderman M^f>vW\'^Y\ n^yyift.^ L> 

4. Chas. 0. Baker : P)?kKei^ fli^rldS Q. 

5. Edw. R. Barks R'arK^ ^dusTiYd ^ 

6. Wm. S. Barton fi^rtT^n lAJilli^m cS. 

7. Danl. M. Beard fi^g^vtj y\ 1 M > 

Directions: Use your local telephone directory to find a telephone number for each of 
the following situations. 

8. A secretary needs to check the prices of desks for her office. What topic should 
she look under? fbS.Si>l<^ ^n<^uje^jn<. lyv-turip. '^?f.p. -^rarrtg-^urg.,** 
"o^fiCA sup pfu."* What guide-words are at the top of the 
correct page in the dirertnry? /n<>ut/>v^ n^uv x/t^ry. what is the name of one 
business she could call? AvS{L\t\(^ vf?\\ 
What Is the telephone number? . ><-^ - •< 



9. Your employer needs a letter delivered within 24 hours. What topic would you 
look under in your directory? Po^Sfhif rOnctop/^ intiltirf^, "^^ifvr<> 

<firtfi'ce. 'V^rir t>r. " List the names and telephone 

numbers of at least two businesses which provide such a service. 

BUSINESS TELEPHONE NUMBER 
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Clerical/Secretarial Supplennentary Units 

Telephone Techniques 
Telephone Techniques 

Unit Review 



Directions. Provide the best 3i.^^er for each question. 



An incoming telephone call is indicated by; 
a. a flashing red light 
® a flashing yellow light 

c. a red light 

d, a yellow light 

What is meant by the phrase "answer promptly"? 



3. Which phrase is a greeting? 

a. "Ivan speaking." 

b. "This is Mrs. Castell speaking." 
(c) "Good afternoon." 

4. Restating and/or spelling names over the telephone is known as: 
0 verifying names 

b, confirming data 



List fou^^of^the s^^ 
c. [khl-hp. 



:s of .a telephone directory. 

rnmi 



\ie\\tU) prXl 



6. 



7. 



d \h<?A\0{h) , 

.^rite the spelling? for ' .ese abbreviations 

a. Wm. VAJi\^i?^m 

b. Jos. 

c. Chas. 



^QT^cK ro\ier 



List ^-hree ways that a rece^tioi.ist can dt^rit 
listening carefully to the caller. 

a. (I^.4hft r^Urrk Y}^mp.. 

b Ke.y}^sf , Co/71 p rTf 44r\p. rp:^l]er<: 



that ha o- soe has been 



Cory- 
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Directions: Circle the best responses to the .following questions. 

8. Which natiics are in correct indexiny oider? 
6) Farmer EX. 

@ Faust Machine Company 
c. William Finch 

§ Screen Arts Incorporated 
Schlitt Charles Insurance 
Save-A'Lot 
g. Mrs. Lila Schwab 

9. Which of these last names would be found on a page with the guide words 
-Pruitt-Ramp'7 

(s) Quade 

® Pry 

© Radiator Service 

a: Richards 

(D Rader 

f: Ratliff 



10. In your local telephone directory, the telephone number for the parte 
department for your city or county is: .OyrK hrai Qfrar^TOfT-H. 

-for ^Y^<^^A^/>■r 



So 



Oerical/Secretanal Suoi 

Telephone Te^ 
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11. study the conversation below. Assume that you are the secretary. Write a 
note to yourself that includes all of the Information you will need in order to 
complete the request. 



Secretary 

Good morning. Mr. West's office. 



rm sorry. Mrs. Andrews. Mr. West is not 
available now. This is Susan Hall, his 
secretary. Could I take a message? 



I see Mrs. Andrews. That's the meeting 
with the computer consultant. 



Caller 



This IS Mrs. Andrews in the accounting 
department. May I speak with Mr. West? 



Well. no. I really vvanted to talk to him 
about our meeting Thursday afternoon. 



That's right! Maybe you could help me. I 
need a copy of the equipment list that the 
consultant left with Mr. West. 



Yes. Mrs. Andrews. I was working on that 
folder just now. and the equipment list is 
right here. 



Of course. Mrs. Andrews. 
You're welcome. 
Goodbye. Mrs, Andrews. 



Good. Can you put a copy of it in the 
company mail for me today? 

All right! Thanks. Susan. 

Goodbye. 



M 
CM 



T0:_ 

OAT£: - 



mum oi 



fhone 



CzWtfs name- Mrs. Andrews 

Fajc -fhe m+Kvi. company 
maU 4odbtj; 
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ClericaUSecretarial Supplementary Units 

Using Basic Business Math 
using Basic Business Math 

SkiSR Sheet 1 



Directions: Label lue parts of the electronic keyboard below. Cnoose from these terms. 
Paper Tape Display On/Off Switch Paper Advance Memory Keys 

Minus Total Clear Clear Entry Equals Times Subtotal 



K. Ejwak 



J. ITmftS 



I. Chr Mr^ 




IMT 



£Ji±j BdiS 
SB BHH 
00 (UdKD 

CE II 0 (lOol 



r>— 



H. ft^■''^u■^ 



4 



g) 



On/Off 5u.'r^cV v 

-C. "Pi&p^fl-y 

- D. j^prr Afttianfg. 
E. S.V-ffrfA 
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Clerical/Secretarial Supplenfientary Units 

Using Basic Business Math 
Using Basic Business Math 

Skill Sheet 2 

Directions. Complete the following exercises by using an electronic calculator 

I. Follow the "Steps for Computing Subtotals 1ST) and Totals (T) Featuring 
Addition" to answer these problems. 



A, 


B. 


C. 


D. 


456 


987 


789 


102 


852 


951 


456 


100 


753 


963 


753 


156 


ST ^0(>\ 


ST ^"roi 


ST 


ST 3^ 


85.200 


345 


900 


555 


4,111 


300 


471 


882 


1,033 


989 


915 


645 


T 1X^0^ 


T H'SZS' 


T 


T diHO 



it. Move the decimal selector to the "2" setting. Read the following problems and 
enter the answers in the spaces provided, 

a. Five items of office supplies are 
priced at S6, S3.81. S.72, SI 2.99, 
and S3.76 respectively. What is 
the total cost of these items? 



b. Calculate the amounts shown on 
the deposit slip and enter the 
total amount to be deposited, 







5 * 






< / 






IS 


oz 




30 


7 
















In 










N(T OtfOtIT 
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Clerical/Secretarial Supplementarv Units 

Using Basic Business Math 
Using Basic Business Math 

Skill Sheet 3 

Directions: Complete the following exercises by using an electronic calculator. 

I. Follow the "Steps for Subtotals and Totals Featuring Subtraction" to compute 
the answers to these problems. 

A. B. C. D. E. 

1,331.16 868.35 720.01 99.23 568.19 

-127.22 -11.42 -30.00 -4.25 - 34.86 

-158.00 -20.00 -20.00 -30.00 -2.55 

-123.36 -9.63 -30.17 -15.71 -27.35 



f^a.^"? U7.30 ^3?,?«t n2l S03>H-3 



II. Addition and Subtraction. Use the plus function key when entering the balance 
brought forward and the amoun" deposited. Use the minus function key to 
subtract the amount of the check* 

A. B. C. 

Balance Brought Forward 51.34 540.50 979.00 

Amount Deposited 1.704.31 500.00 225.00 





ST |vs:s:ts" 


ST /^W>.S'0 


ST 


Amount This Check 


447.66 


87.53 


46.30 


Bal2:.ce Carried Forward: 








Balance Brought Forward 
Amount Deposited 


0. 

616.23 
2.380.65 

ST a^?i.2? 






Amount This Check 


38.27 






Balance Carried Forward: 
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Clerical/Secretarial Supplementary Units 

Using Basic Business Math 



Using Basic Business Math 

Skill Sheet 4 



Direc<-ions. Follow the "Steps for Computing Subtotals and Totals Featuring Multiplication 
to compute the answers to these problems. Multiply the amount in the ""Quantity"' column 
times the Unit Price. The subtotals should be entered in the col?jmn marked Extension. 
Enter the Memory Total in the area marked "'Invoice Total." 



Quantity 


Catalog No. 


Description 


Unit Price 


Extension 


1 

12 
6 


3 B 59301 
3 B 5984 
3 B 5981 


Integrt'd Phone System 
Outgoing Tape 
Incoming Tape 


169.99 
4.99 
4.99 










Invoice 
Total 


2.59.?/ 



Quantity 


Catalog no. 


Description 


Unit Price 


Extension 


3 
2 
2 


9 B 83633 
9 B 83193 
9 B 83194 


Surge Suppressor 

Security Switch 

wall Outlet Sensor Timer 


39.99 
24.99 
12.99 










Invoice 
Total 
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Clerical/Secretarial Supplementary Units 

using Basic Business Math 
using Basic Business Math 

Skell Sheet 5 



Directions: Complete the following charge slips by adding the charges. Subtract any 
discounts. Then, multiply the subtotal by 6 percent, tha combined tax rate for the city 
and state. 



CARROLL'S FLORIST 
9250008100 
SIKESTON. IL 



b 151311 







ttn 




1 


z 








7z:oo 


1 




































Ut 




SALES SUP 


9*»t nil jM»o*«» 






X 



RETAJN THIS COPY FOR STATEMENT VERIFICATION 



CARROLL'S FLORIST 
92S0008I00 
SIEESTON. IL 



bl5R31S 







un 






/ 








l$\0o 


/ 








7J) IS^ 










5:53 






Mf- COM 


M 

TO*M 










U« 


/ ir/ 


SALES SLIP 








X 



RETAIN THIS COPY FOR STATEMENT VERIFICATION 
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Clerical/Secretarial Supplements^feits 

Using Basic Business Vch 



.Using Basic Business Math 

Unit Review 



Directions: Use an electronic calculator to solve the following problems. 
1. 



2. 



Add: 


789 


555 


123 




741 


*7*7*7 
III 


4 bo 




753 


747 


987 


Subtotal: 








Add: 


252 


996 


410 


Total: 










255 


787 


1.001.00 




-103 


-417 


-951.45 


Subtotal: 








Subtract: 


-14 


-166 


-5.67 


Total: 


IIS 







12 X 3.99 
20 X 5.99 

S108.98 X 30% 
S239.98 X 20% 



5. An item costing $27.98 is on sale for 30% less. What is the sale price? 



6. Determine the "Total" of the following charge slip. The t^x rate for this city is 7 
percent. 



CARROLL'S FLORIST 
9250008100 
SIKESTON. IL. 



bl5R311 











1 
1 


/ 


4-huiiinf B/ti/Ui- 








/ 


ertfbJjU CnriS> 
















1 








M 


l(o\Hi 








tu 


1 i/5 


SALES SLIP 


Utl |Mt| jMMf 









R5TAIN THIS COPY FOR STATEMENT VERIFICATION 
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Clerical/Secretarial Supplementary Units 

Banking 

Banking 

Skill Sheet 1 



Directions. Read through the following information on making change and solve the 
problems listed at the bottom of the page. 

Making change has been simplified by cash registers that calculate the amount of 
change that should be given to the customer. In order to do this, the cashier enters the 
amount of money offered by the customer and subtracts the amount the customer owes. 
The cashier then proceeds to count out the amount of change by starting with the largest 
denomination of currency and coins available and working toward the smallest. 

Whenever an authorized office worker needs to give out money from the petty cash 
box, the process is similar. Two examples of making change are presented here. 

1. The sales manager gives you a receipt for the orSiting of advertising flyers. This 
means that he has paid the printers, and he needs to be reimbursed for this 
company expense, fhe amount of the receipt is S14.89. The sales manager 
should be given one ten-dollar bill, four one-dollar bills, three quarters, one dime, 
and four pennies. (S10 plus S4 plus $.75 plus S.10 plus S.04 equals S14.89.) 



The following form may be helpful: 



Change Needed 


S20 


S10 


S5 


S1 


.25 


10 


05 


.01 


1. $/4-.61 




/ 




4- 


3 


/ 




4- 


2. 6.50 






/ 


1 


2 








3. 9. 






/ 


3 


/ 










/ 






1 


/ 


1 


/ 


3 


5. 13 . 5V- 




/ 




•3 


a. 






Y- 



2. The newspaper girl hrings in today's paper. It is also time to pay for the 
monthly subscription. Ihe cost of the subscription is S6.50. The newspaper girl 
should be given one five-dollar bill, one one-dollar bill, and two quarters. 

Problems. Fill in the form provided above (lines 3 - 5) with the denominations and coins 
that would add up to these amounts: S8.45, S21.43. and S13.54. 
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Banking 



Banking 

Unit Review 



Directions. Answer the following questions using the blanks or forms provided. 



1. Stiidy the bill shown 
here and enter the 
data requested 




UWOM £L€CrR»C PO BOX S?9 ST lOUtS. MO MIm 



^ jrm 

710l7f738«?0 

sikeston 
salesi taxe 



e673EMRES 
TAX 



11. 

127 
7 
2 



ACTUAL MFTER READING 
CORRECTS PREVIOUS ESTIMATE 

CONSERVE ENERGY - INSTALL 
INDIVIDUALLY CONTROLLED 
HEATERS - IN A COMFORT ZONE. 



ACCOUNT NUUeCR 



TOTAL cue 



Western Supplies Corporation 
3777I220S5007 
153^ 



a. The due date is: OI-'l(o 



b The minimum payment rii IP iq- 

c. The account number is: .^907/o XLnr^np? 

d. The billing date is: Ol- ^(^ 



2. Prepare a tickler card fo'- the bill 
in Question 1 
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Prepare the check stub and check for the bill In Question 1. use check Number 
147 and January 13 as the date. 



HO 

^Qw Clf fjriClTV 



01 WT 

AUT 0* CKtCK JS2ikS^ 
•At. CAMlC( 

PomvARo 




1^ 



- 70 lU «. u«. 



The following receipt was presented by Ms. Western for a new diskette file, 
a. Prepare the petty cash voucher. Use No. 122 and January *!3 as the date. 
The account number Is 3109. 



LOWELL'S 


YOUR RECEIPT THANK YOU 


7t(V4 6 IS 


799 


tium 1 


7,97 MDS 
797 STO 

M ATX 
e.M ATO 

.05 COO 


ViVW 1 CSH 


e^S TTO 




b. Indicate how the change would be prepared. 

How many SlOs? _ O 

$5s? -J 

Sis? g 

quarters? _J[ 

dimes? 
nickels? ^ 
pennies? O 



60 




Clericai/Socreiaiioi buppicinenuiy Unus 

Banking 



5 In todays mail, you receive three checks. Prepare a deposit slip The checks are 
for $234.18. $50.59. and $98.33. 



OirOSIt TICXIT 

WMt«f n SwppH«ra Cofporslton 
111 Mtlont AirtfMM 

t 








\— 












torn 








Sninten County ttrk 
314 NoOh FUiwwr 
SlMtKAMOtaaOl 

70 ii; 


N(t piroiit 
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Clerical/Secretarial SupplementarY Units 

Incoming Mail 



incoming n/iaii 

Skill Sheet 1 



Directions: Answer the following questions. 

1. The postmark on the envelope is October 10. The date on the letter is October 
10. Would you attach the envelope to the letter? □ YES ^ NO 

2. The postmark on the envelope is October 10. A Bill of Sale accompanies the 
letter. Would you attach the envelope to the letter? G YES NO 

5. The typist does not type the signer's name, but the signer signs the letter 
anyway. Would you attach the envelope to the letter? ^ YES □ NO 

4. The writer types the letter on plain paper and forgets to type the home 
address. Would you attach the envelope- to the letter? YES □ NO 

5. The sender forgets to send the enclosure. Would you attach the envelope to 
the letter? ^ YES □ NO 

M 

10 6. The sender forgets to sign the letter which is dated October 10. The envelope 
is postmarked October 17. Would you attach the envelope to the letter? 

^ YES □ NO 

7. The sender includes a Lease Agreement with the letter typed on plain paper. 
The sender's name is not typed on the letter. Would yoj attach the envelope 
to the letter? % YES □ NO 

8. The letter mentions a shipment to be sent. Would you register the letter? 

% YES □ NO 

9. The correspondence is a telegram. Would you register the telegram? 

YES □ NO 

10. The nemo mentions an attached report, but the report is not in the manlla 
envelope. Would you register the correspondence? ^ YES □ NO 

1 1. The package is sent by Insured Mail. Would you register the package? 

r* . ^ YES □ NO 



ERIC 
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Clerical/Secretarial Supplementary Units 

incoming Mail 



incoming Mail 

Unit Review 



Directions: Circle the best answer for questions 1 through 5. 
1 Which example shows the correct way to oper. jjsiness correspondence? 

© 





2. An example of a mailing notation is. 
@ "Registered" 
D "Postmark" 
c "Return Address" 

3 The enclosure notation (s typed in this location: 
a^^ between the date and address 
CS> below the reference initials 
c in .he upper left corner of the envelope 

4. Small enclosures are attached to correspondence 

fby clippinu them to the front of the letter 
by stapling them to the bottom of the letter 
c. by stapling them to the back of the letter 



Which of the following examples does NOT need to be noted in a mail register? 

© a letter sent by Fir^t '^'ass Mall 

^ a letter sent by hsured Mail 
c. a letter which indicated that a catalog was being sent 
d a letter which indicated an enclosure but the er.closurc was iioi found 

List two examples of incoming mail that would be placed in aioider labeled 
"Correspondence." 

a. J<2drcti5^ . .... . _ 
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Outgoing Mail 



Outgoing Mail 

Skill Sheet 1 



Directions: After studying the different types of envelopes shown here, answer the practice 
problems that follow. 



CM 



1. General correspondence is 
usually mailed in No. 10 
Envelopes. 



2. Use manila envelopes for 
correspondence which should 
not be folded. 



5. Window envelopes may be used 
with general correspondence, 
statements, or business forms. 



, No. SVi envelopes may be used 
with paper which is less than eVz 
inches across. General 
correspondence may also be 
sent in these envelopes. 




5. "Advertising mail" is mailed in 
envelopes which have been 
imprinted with the bulk rate 
emblem. 



bULK RATE 
us POSTAGE 
PAIL) 

Pem'it Uo. 
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Directions: vvnte the correct letter in the space provided. The ansv.'ers may be used more 
than once. Some questions may have more than one answer. 



AJl. 
J2- 



1. A letter and 20-page report 
should be mailed in this 
envelope. 

2. A letter typed on 8"x11V2" 
stationery would be mailed in 
this envelope. 

3. Advertising literature mailed to 
300 customers 

4. Monthly statements sent out by 
a florist's shop 

5. A purchase order 

6. A 5"x 7" photograph 



A. No. 10 envelope 
8. manilla envelope 

C. window envelope 

D. No. 6^/4 envelope 

E. bulk rate envelope 



e% 

CD 
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Clerical/Secretarial Supplementary Units 

Outgoing Mail 

OLi:going Mail 

Skill Sheet 2 



Direaions: After studying a postage scale and the postal chart shown here, arcle the bee • 
response for the practice problems below. (You will need postage scales to answer questions 
1. 3. and 5J 

First-Class Rates* for Pieces 
Not Exceeding Ounces Indicated 

1 ounce S0.22 

2 ounces 0.39 

3 ounces 0.56 

4 ounces 0.73 

5 ounces ...0.90 

6 ounces 1.07 

7 ounces .....1.24 




Problems: 

1. What is the weight of a No. 10 
envelope and five sheets of 
paper? 

(n)not more thnn one oiinre 
D. between one and two ounces 
c, not more than three ounces 

2. What is the correct postage for 
the envelope described and 

its contents? 
@S0.22 
& S0.39 
c- 90.56 

3 V/hat is the weight of a 9"x 12" 
manlla envelope and six sheets 
of Paper? 

a not more than one ounce 
©between one and two ounces 
c between two and three 
ounces 



"The first ounce costs 22 cents. Each additional 
over 12 ounces, see postal brochures on First 



4. What is the correct postage for 
the envelope c^^scribe and its 
contents? 

® S0.39 

C. S0.73 

5. What is the weight of a 9"x 12" 
manila envelope and 20 sheets 
of paper? 

a. not more than one ounce 

b. betv^een one and two ounces 
c betv;een two and three 
ounces 

(d) between three and four 
ounces 

6. What IS the correct postage for 
the envelope described ond its 
contents? 

a. S0,22 

b. S039 
C S0.56 

S0.75 

ounce costs 17 additional cents. Fc- Pieces 
Class Zone Rated (Priority^ Mail rates. 
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Outgoing Mail 

Skill Sheet 3 



Directions: Locate the Zip Codes for the 
C nation. 

1. Adams Corporation 
79 Westerly Avenue 
Bethel. ME .OV'd.lJ 

2. Adams Corporation 
19 Adams Boulevard 
Barker, TX-22aii3 

3. Adams Corporation 
2702 Braemore Road 
Columbia. Wjo^AQt. 



4. Adams Corporation 
4710 Whitney Drive 
Fayetteville. NCiltaa?- 



following addresses of branch offices of the Adams 



5. Adams Corporation 
147 North Main Street 

Sioux ms, SO .sinjJi^ 

6. Adams Corporation 
707 Market Street 

St. Louis. MO /q 3/0{ 

7. Adams Corporation 
302 North Linn Street. 
Garden City. Rl S^RS^O 

8. Adams Corporation 

270 East Parker Road W 
Sunnyside.WA U3J^^ W 
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Outgoing Mail 

Unit Review 



Directions: Circle the letter showing the best answer for each question. 

1. An invoice should NOT be mailed in this kind of envelope. 

a. No. 10 envelope 

b. nfianila envelope 

c. window envelope 
(d) bulk rate envelope 

2. Bulk mail is an example of: 
a. First-Class Mail 

b Second-Class Mail 
(T) Third-Class Mai! 
a Fourth-Class Mall 

3. An end' .jre notation is your clue fon 
a. affixing extra postage 

© attaching enclosures to the correspondence 
c photocopying an extra copy 

4 Use a 2ip code directory to find zip codes for the following cities 

a. Sweet water. IL ^-^^^ si 

b. Box Number 5001, Portland. ME niUic^ I 

c Hatton. VA ^ ^S'^n o 



Correctly fold the lettei on the r.ext page and insert it into a No 10 envelope 

weigh a No 10 envelope and four sheets of paper. Ansv/er the following 
Questions , u 

a What is the total weight in ounces? A^qt m/m^^ TAau ci\f> r>uLnce. 
b. How much First-Class Mall postage would be affixed to the envelope' Sl^^ 

Draw a line from the name of the equipment to its correct picture 
a meter label ^ 
b moiling lobcl 



stamp dispenser 
rubber stamp 
moistcner 
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Mountain Plains Chemicals, Inc. 
334 Jefferson Street 
Rocds Spring, MO 65737 



August 22, 1986 



Mrs. Jennifere Collins 

123 Wendle Lane 

Reed Springs, MO 65737 

Dear Mrs. Collins: 

Your request for a charge account at Fk)untain Plains Chenicals, 
Inc., is very much appreciated. 

Your request is beinq reviewed. However, we need your help. 
Please supply the following: 

Application was incop'piete. Please supply the data 

indicated. 



Application was incomplete. Please sign tne application 
as indicated. 

Please provide the names and addresses of two references. 



Your application will be processed as quickly as possible. In the 
meantirne, Mrs. Collins, you may be interested in our end-of-the- 
ncn:h specials on supplies for your swiirming pool. In addition, 
bring this letter with you between the 25th and *he 30th of this 
nonth for a 10 percent discount. 

Sincerely, 



Fold the correspondence and 
insert it into the No 10 
envelope following the example 
shown here 



Piice the Fold up the 
letter on a t)ottom third. 
fOt ivrisce 



Insert letter 

mto 
envelope. 
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You have planned your workday as illustrated by the sample calendar shown here. 



Daily Ciiendir 



815 



March 10 



9^S 



101S 



10 so BrMt 



ir<» , 

t-yepye ncxe to off>cw about nutenaK 

1123 

1145 

iZ£2 

lunch 

1?SQ 

1Z45 

100 



. 1 45 .. Qf^ >ftc(y7>tf>Q nc^ for \t>e <?«»amgnt 



70Q Pfocgss txjrcr-asg recvttts 



■ 2.15 



230 



?45 



5 IS Bre^t 



5 30 Pfoce^^ Q utocno mait 



44S 



Questions: 

1 . vyhat tasks are performed by this person each day? jddi 

2. Which tasks require the most attention and energy? prpcgss'^yfj pordAOiL 
ToyiPbiS^ /:?S<;ighrn j rodg fifing i&^r^ ^ mpcf/ i-fir/lj 60n^p>ii^r 1:5;+$, 
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Clerical/Secretarial SupDiementary Units 

Decision Making and Organizing work 
Decision Making and Organizing work 

Skill Sheet 2 



Directions: Reread the job description given on Skill Sheet 1. Solve the cases given below 
using the Five-Step Approach. 

Case A: You receive a telephone request for a video taping session this afternoon at 2. 
The technician is attending a training seminar and will not be back until 5:50. 

Problem: Vv. ^tchmrian uJnn ' b/trk m 4in if. 4ffr a r^m. 

Facts. Tiflg t^iudin ^^u)pmft& i7> aUi'idv up Th» i- ^rAn.V.'an A-hp nfif 

Alternatives; -Ws 4-/ ^^ <^^c;m. .,/i.,r<;^|^ . 



Best Solution : SaQY-<^-^ A fiU^p^^Y\'^ M me. 
Hov/ the Solution will Be 



Implemented- r.or.nmC^. 4-k» CaUpr-Hrai h'[<:.Up i SxW \iPnP^'.4 K.^ VmiuM (L 



Case B: Your supervisor is away for two days for an out-oftown meeting. You receive a 
"rush" request for a film which costs S185. 

Problem.TKf. prirp -fKg -ftlrh ti(^M<. 4lv> l;>vt;4- ^^r Nih»Vl ^ |m arp 4yi pn^r^.cs 

Facts: Ybt i r <>un€r</isnr fs ftwa^ ^r4^0Q r(/ifK -Cor nl^^.^rig.TliP r<?frtigAf U nutrkga^ 
AlternativeS: r?n(^5S a ^yir^t<> r^rdPr4h rPtl4- 4i.> -filfvi. * "rii<ir^ 

Fr/)r,<r.^? /^i piir/'tiyT<^ r^ rdfAT^^ hay 4-Ke 4^»!m. 

Best Solution:_J PrnCf!.s<; a nurr^xg /^r^g>--4r) r^K4^4Kg C-.U 

How the Solution will Be 
Implemented S^fv< g n/rf';i> expfain m^ wKy J:U rp<f/g^fgj K/>.< hg/OK 
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'Ci»rlcal/S»cr»tarlal Supplewantary Unlto 
DvclRlon Waking and Organizing Vork 

Answer K»y 

Decision Making and Organizing Work 
Skill Shaat 3 



C«g» A I (Anavara will vary. ) 

Problans How do you ^it the raquast into tha echadula? 

Facto: Thia is a "can wait" task. 

You estiaate that the tiaa required will be 
between 1 to 2 hours. 

Alternatives: Block out 30 minutes on your calendar over the 
next three daya to work on inventory. 

Skip some of the daily Items to get this project 
over with. 

Best Solution: First alternative (Block out 30 minutes...) 
Iraplenent: Write in the project on your desk calendar. 

Priority: 4 



CaggLJ: (Answezs will vary. ) 

Problem: Which request should be taken care of first. 

Facts: The telephone call should be made right away since 

the taping session is scheduled for tomorrow 
^ morning; it is a "1" priority. 

The computer run can be done later while you are 
doing some other taek, such as updating the 
computer listings; it is a "2" priority. 

Alternatives: Make the call first. 

Print the run first. 

Best Solution: Make the call first. 

Implement: Make the call. 

Print the run while you are working or l.ne daily 
item of updating the computer listings. 

Priority of Rescheduling the Taping Session: 1 

Priority of Running the Computer Printout: 2 
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necision Making and Organizing work 



Decision Making and Organizing work 

Unit Review 



List two suggestions for being organized. 



List the categories for prioritizing tasks, 
a. _tiiifa_Ji£m^ 



A. 

B. 
C. 
D. 
E. 



C. firiWu il^i^x 



5. List the five problem-solving steps. 



4. Using the job description from Information Sheet 1 to help you decide if the jj) 
following tasks are 1, 2, 3, or 4 in priority. Assume today's date is May 14. |Q 



I rot TV ncmciL scmczi wuccan 

M 1, IM4 . 21, 1W 



* 2) • 



t 2« 



J»lj il . Jair 20 
Mj 21 • Jair 21 



B«i«« lutit r«*Mr 
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Job Keeping 

Introduction 



Getting your first clerical/secretarial job will depend upon factors such as educational 
preparation, the business skills you have learned, and your interviewing skills. Keeping this 
job will depend upon your personal traits, business skills, and ability to maintain relationships 
with customers, co-workers, and employers. This unit presents strategies for getting along 
with bosses and co-workers as msW as providing for advancement into higher positions. 



Unit Objective 

After completion of this unit, you should be able to summarize your individual strengths 
for a job, demonstrate good interpersonal skills, and establish a self-development plan for 
advancement. 

Specific Objectives 

After completion of this unit, you should be able to: 

1. Identify business skills and personal traits neeaed for employment. 

2. Demonstrate good interpersonal skills. 

3. Plan for advancement. 



Check the statement which is true for you. 



□ 



I want to study the information 
in this unit before doing the 
Performance Checklist. 

TURN TO NEXT PAGE 
AND BEGIN 



□ 



i can do the above tasks and I 
am ready to do the 
Performance Checklist. 

SEE YOUR INSTRUCTOR 
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Terms and Equipment for Job Keeping 
Terms 

Advancenfient - preparing for and moving into higher l3vel positions. 

Business skills - ability to perform tasks needed in a clerical or secretarial job. 

Interpersonal skills - getting along with other people. 

Networking - using contacts with other people to advance in your work or to 
find higher level positions. 

Personal traits - personality characteristics. 
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B. Identifying Business Skills Needed for Employment in 
Clerical /Secretarial Positions 



A survey of newspaper ads showed many business skills wnich employers were 
looking for in their new employees. The guidelines below describe skills needed 
in many entry-level clerical or secretarial postions. 



9 



1. Be able to type. 



2. Be able to transcribe 
shorthand and/or 
machine dictation. 



3. Follow office procedures. 





I 
■f 

1 



Procedures 
Manual 
1986 



4. Use correct grammar 
and spelling. 



5. Have courteous 
telephone skills. 



6. Be able to file. 
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7. Perform data entry tasks. 8. Keep accurate l ecords. 9. Perfor.n word 

processing tasks. 




TM teblt lAOMi h«rt 
uses 11 lines, issmlng 
tot coliMns ere 
single spiced. 

If U>e colums ire double 
speced. tDe teble irould 
use 14 lines on e pige. 




r 



10. Greet the public. 



1 1 . Process business forms. 1 2. Use an electronic 

calculator. 




EE 




13. Process mail. 



14. Proofread. 



15. Communicate with 
customers, co-workers, 
and employers. 
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16. Have good interpersonal 
skills. 
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C. Identifying Desirable Personal Traits for Clerical /Secretarial 
Employees 

Employers often state that ennployees nnost often lose their jobs due to 
absenteeisnn, tardiness, and their Inability to get along with other workers. 
Ennployers usually look for and keep ennployees who follow the following 
guidelines in their jobs. 



1. Be neat. 



2. Be accurate. 



3. Be friendly. 




4. Be tactful. 



5. Be energetic. 



6. Be well-organized. 










k 
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7. Be reliable. 



R. Be stable. 



9. Use a pleasant 
telephone voice. 




10. Follow instructions 



carefully and 
accurately. 




13. Be on tinne. Follcw the 
procedures of your office 
if an emergency arises and 
you nnust be late. 




DO SKILL SHEET 1 




11. Be able to work alone 
without supervision. 



' Mr. Bradford is cut of the 
office this week; may I take a 
message?" 




'{A. Avoid excessive 
absenteePsnn. 











1 D^* 


WHILE YOU WERE OUT 
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"Good morning, Mary Bailey 
speaking." 




12. Maintain a positive, 
cheerful attitude. 



"Good morning, 
Mrs. Sanders/' 




15. Maintain a good 
appearance. 
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Skill Sheet 1 



What Skills are Required for Employment? 

A survey of Help Wanted Ads from the February 2, 1986, editions of the St. Louis Post 
Dispatch, yields some important information. The ads revealed chat employers seek 
employees who possess office knowledge and skills. Further, the ads reveal that employers 
seek employees who possess desirahle personal traits. 

The adr> in the survey included entry-level clencal and secretarial positions. The skills, listed 
in random order. Included the following: 



• 



1. 


typing 


10. 


word processing 


2. 


shorthand 


11. 


transcribing 


3. 


office procedures 


12. 


greeting puolic 


4. 


spelling 


13. 


processing business forms 


5. 


grammar 


14. 


calculator 


6. 


telephone skills 


15. 


processing mail 


7. 


filing 


16. 


proofreading 


8. 


data entry 


17. 


interpersonal skills 


9. 


record keeping 


18. 


communication skills 



Some of the desirable personal traits requested are shown in random order in the following 
list. 

9. well organized 

10. self starter 

11. reliable 

12. stable 

13. pleasant phor^ voice 

14. able to grasp instructions 

15. able to work alone, unsupervised 

16. positive attitude 



1. 


neat 


2. 


accurate 


3. 


friendly 


4. 


tactful 


5. 


personable 


6. 


energetic 


7. 


attractive 


8. 


mature 



• 
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Why Do Teen-agers Lose Jobs? 

This question is answered in the March 1984 edition of Tomorrow's Business Leader. 
Employees think they lose jobs because they lacked experience or training. Employers, 
however, indicate that teen-agers lose jobs primarily because of absenteeism, tardiness, 
and inability to get along with other workers. 
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Activities 



Li*"": the business skills you have mastered. 

1 

2 

3 

4. 

5 

6. 

7 

8 

9 

10 

List several personal traits you feel best describe you. (You may be able to think of other 
traits in addition to the ones listed above.) 

1 

2 

3 

. 4 

5 

6. 

7 

8 
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D. Guidelines for Planning for Advancement 

ivletworking means using the knowledge of acquaint ances to help you to gel a 
job or to advance from one job to the next. An example of networking would 
be to apply for a position that a friend of your family told you about. The 
following guidelines will help you establish a good network and plan for 
advaRe9mem;4Hte-higheF-level-p0siti0ns7 



1. Identify possible members of 
your network. These can include 
teachers, friends, employers, and 
other contacts in the business 
world. 




2. Maintain a good reputation. If a 
member of your network knows 
of a position for which you are 
qualified, he or she will be 
anxious to tell you about it and 
to serve as a reference. 

CAUTIONS: It vyould be a 
mistake to have someons 
recommend a friend for a 
job just because he or she is a 
friend. If the friend does not 
do well on the job, the 
network member's reputation 
with the employer will be 
damaged. 



"There"; an 
opening in the 
sales department here 
I know you'd be well 
qualified for it!" 
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3. Keep your network operating. 
Keep in touch with the members 
of your network. 




4. Keep adding members to your 
networking list. You must take 
the initiative in introducing 
yourself to people who can help 
you advance to other positions 




5. Inform supervisors that you are 
interested in advancement. 



"Since Techno is opening the new branch dc"mtown,rd 
like to see what I could do there in the bookkeeping 
department." 
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DO SKflLL SHEETS 2 AND 3 
DO ACTiVITY SHEET 1 
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ikill Sheet 2 



For the purposes of this activity sheet, networl<ing means using the l<nowledge of 
acquaintances to help in getting a job or to advance from one job to the next. An example 
of networking is applying for a position that a merr.jer of your family told you about. In 
addition to family members, your network can include teachers, friends, employers, and 
other contacts in industry. 

A very important part of the structure of networking is reputation. If a member of your 
network knows of a position for which you are qualified, he or she will be anxious to tell 
you about the position and will be happy to serve as a reference. It would be an error to 
recommend a frienu for a position just because he or she is a friend. If the friend does 
not do well on the job, the network mei. lOer's reputation with the employer wiil be damaged. 

Another important thing to remember about networking is to keep the network operating. 
Keep in touch with members of your network. For example, teachers or placement personnel 
often learn of vacancies throughout the year, not just in April - July when many graduates 
are looking for initial employment. These important people in our networks should be 
informed as to whether graduates are sti'! looking for positions or whether graduates are 
looking for advancement. The same advice applies to present supervisors. Don't forget to 
let them know that you are interested in advancements. 

Finally, it is important to keep adding members to your networking list. You must take 
the initiative in introducing yourself to people who can help you advance to other posiiions. 

Activities 

1. List the persons in your present network. 

a. 

b. 

c. 

d 

e. 



S7 
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2. List the ways you plan to keep yout network members informed about your 
employment status. 



a. 

b. 

c. 

Case study 

You work in the Jnail room of a large corporation. You would like to be 
promoted to a position in the shipping/receiving department. Discuss the steps 
you would take to add a new member to your network who could help you 
obtain the promotion. 



88 



ERIC 



18 



Clerical/Secretarial Supplementary Units 

Job Keeping 



Job iceepirig 

Skill Sheet 3 



Setting goals heips students maintain a positive attitude throughout their school years. 
When we remember that we want to get an entry-level clerical/secretarial job after 
graduation, this keeps us motivated. 

In order tc reach goals, students should set objectives. Objectives are steps wnich are taken 
to reach goals. Examples of objectives are to use effective telephone techniques, to prepare 
a resume, and cO compose a letter of application. 

The following parariraph from the 1984-85 Occupational outlook Handbook defines the 
job entitled "Order Clerk." 

Process orders for material or merchandise from customers or 
establishment employees. Inform customers of receipt or orders, prices, 
shipping dates, delays, or additional information needed on the orders. 
May route orders to departments for filling and follow up on orders to 
insure prompt delivery. May be designated according to method of 
receiving orders, such as Mail-Order Clerk or Telephone-Order Clerk; or 
according to type of order handled, such as Back-Order Clerk. 

An appropriate goal could be written as follows: To obtain the position of Orde; Clerk. 
Some appropriate objectives might include the following statements. 

I will be able tO: 

(a) proofread business forms for missing details, 

(b) operate an electronic calculator, 

(c) make outgoing telephone calls, 

(d) fill out a routing slip, and 

(e) compare business forms with incoming deliveries. 

It is important to remember to set new goals. Getting that first job is not the end of goals. 
Advancing to jobs which have more responsibilities and better salaries is important in keep.ng 
a positive outlook on life. 
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Activities 

1. Write a goal statement for a position(s) for which you are training. 

2. Write three objectives for the position(s) in Ques':ion 1 . 

a i_ 

b. 

c 

3. Compare the following job definitions from the 1984-85 Occupational Outlook 
Handbook. Underline the new skills in the advanced position. Then write a goal 
and three objectives for the advanced position. 



File Clerk 

File correspondence, cards, invoices, 
receipts, and other records in 
alphabetical or numerical order, or 
according to the filing system used. 
Locate and remove material from file 
when requested. May be required to 
classify and file new material. 



Clerical Supervisors, Office or Plant 

Supervise and coordinate activities of 
workers engaged chiefly in one type of 
clerical function such as typing, filing, 
bookkeeping, tabulating data, etc. May 
assume responsibility for completion of 
work assignments by clerical force being 
supervised and for the accuracy of 
completed assignments. 



Write a goal. 



List three objectives. 

a. 

b. 

c 
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Job Keeping 

Activity Sheet 1 



The ability to attract people to you is achieved by good interpersonal skills. The skills involve 
a positive self-image, good personality traits, and a neat physical appearance While a 
comprehensive discussion of interpersonal skills can fill several books, the next three 
paragraphs are presented to help you in the role-playing activities that follow. 

Developing a Postive Self-image 

Throughout our lives we see people we want to pattern our behavior after. For example, 
we might think to ourselves: "Gee, I wish I could type as fast as what's her name." A negative 
self-image can lead to feelings of jealously or cause us to just accept whatever life brings 
our way. A pos.tive self-image helps us remember that we are worthy individuals and to 
try to make the best of what we have. We aiso need to believe that most people are 
trustworthy and will accept us as we are. 

Developing Good Personality Traits 

Personality traits can be thought of as good habitr For example, teenagers become reliable 
by practicing being on time for classes and by .laving their homework ready for class. 
Undesirable traits turn people off and cause them to not want to have anything to do 
with us. Examples of undesirable traits include always complaining about something, * 
sloppiness, and constantly making excuses. 

Maintaining A Desirable Physical .Appearance 

An attractive outward appearance depends on feeling good inside as well as looking good 
on the outside. When we feel good about ourselves, we usually stand or sit erect with our 
heads up. Goud posture, in tu -n, makes our body work better, and we feel better. Therefore, 
we can get more work done. People think we are more energetic and friendly. When we 
look good on the outside, that makes us feel better and gives us confidence in meeting 
and working with others. 
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Role-playing Activities 
Situation 1: 

You have to stop on your way to worl< this morning to have air put into your left front 
tire. You arrive at work later thar. normal and have to drive around a few extra minutes 
to find a parking spot. So you arrive on your floor of the office building realizing that you 
arc! late for work. You rush into the office pausing only to say, "Excuse me," to two people 
standing in your way. You piop into your chair, exhale, and look up to see your supervisor 
standing there with the new employee for your department. You suddenly realize that 
you went past them without a greeting (such as, good morning), without saying the 
supervisor's name (Mrs. Ford), and without your usual smile. You feel a great dis::ance opening 
up between you and your supervisor. How can you regain a "comfortable" feeling? 

Situation 2: 

You work in the billing department now. However, you have been taking night courses in 
word processing. During your afternoon break yesterday, you finally got up enough courage 
to make the acquaintance of Sally who works in word processing. Sally calls today and invites 
you to walk to a local restaurant for lunch. It is warm outside. You are keeping vour blazer 
on today since you didn't have time to press your blouse. You make some excuse about 
not feeling well and decline Sally's offer. After you hang up, you wonder whether Sally will 
call again since you rejected her offer. If you could relive these past two minutes, would 
you accept the offer? 

Situation 3: 

Peggy's desk is across from yours. Peggy has recently developed a new habit that annoys 
you. You have tried to stop speaking to her hoping that she would take the hint. She thinks 
you are just being m^an to her. You both like your jobs very much and both want to stay 
in the department, how can you begin to let Peggy know how you feel? 
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# Job Keeping Skills 

Unit Review 



Directions: Provide answers fo the following questions. 

1. Indicate whether the following terms are (B) business skills or (P) personal traits 
by writing the correct letter in each blank. 

a. dependability 

b. typing rate of 50 wpm 

c. spell medical terms 

d. transcribe medical reports 

e. sensitivity 

f. insincere praise 

2. Indicate whether the followiny concepts are positive (attracting) interpersonal 
factors or negative (repulsing) interpersonal factors by circling the correct 
letter. 

trusting others p N 

losing one's temper p N 

talking too loudly p N 

breaking promises P N 

suggesting alternatives p N 

embarrassing others P N 

3. What is networking? 



m 



a. 
b. 
c. 
d. 
e. 
f. 



4. Choose one of the following ads. Write a goal and three objectives. 
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Ftr^lot Inttttutlon Ixottd In 
Clovton it looking for on otilUant 
to Loon D*ot monogemtnt itoff. 
Will ptrtorm cifrkol ond othtr do- 
ikt OS n«f<M. C«ncrol u<r»tortol 
skills, typing min, SSwpni ond a dt* 
Uft to Iforn art necMiorv. Encel' 
ItntffinotbtnHllf S^ndrtMrnt^o* 
• iXytoCLERlCAL 
B0^A»PO&T-OISPATCH 
900 N. Tuc«iCf. St, Loult. Mo. 
Eouot QpoOf tunitv Emoiovw 

ctorlcoi 

FINANCIAL INSTITUTIOrJ M<«c- 
Ing Moil RKtlott Ckf% ond Ae> 
cooni^ Ckr1( lof Cow >Cf tnos of> 
lie*. Poiitloft* fwvife CHT. »i:ey 
colcuiotor. doto «otrY ond typing 
ikliis. Goo<} moth ootltudt ond tx- 
c*ll«nt oroonitotionol skills pmk 
th» tuny to-dwl ertKMvHy wim 
ttit Du^lc (ft a fost poced tnvtroa* 
mtnt. art tfs«ntlal. Excctlent 
fringt btntflti ond workino condt< 
tloniMov oppiy In person Morvfrt, 
9-J(MLXdl Edvcotlonol En^>lov«tt 
Credit unloa )077 Cow Springs Bt« 
St. Pttfrt. or stnd rtkxm to* P.O. 
Box im St.Chevkl MO 6m For 
oddltlonol tnformotion colt 

Eoool Opportunity E ny to ^ tr 



GENERAl OFFICE 

Immedkrtt ootnlng for Indlvlduol 
to work full time. This it on entry 
ievtt position. Rlgttt person should 
hOit typing skills. 10 key odding 
mochine exoerlence. CRT heiptui 
tvt not necessory. neot In ooueor* 
once ond pieosont phon^ yoke. We 
offer sokxy ond compr .y benefits 
Apoly 8om>Som ot .^170 Oortelt 
Rood Morylond H%iQt\ti, MO. EOE 



CLERK/TYPIST 

FtHi time doys (1 ojn. to 4-JO pjti). 
Rtouire) higt) %cty>o\ education ond 
oood typing skills Must also pos- 
sess oood telephone monners. 

For Immedlote conslderotha op- 
olv In person between the hours ot 9 
om.to1pm 

DEPAUIHEAITH CENTER 

12303 DtPoui Or. 
. BridgetoaMO &30U 
Eouot Oooortunlty Emo'oyfr 
MyF/H/V 



GENERAl OFFICE 

Loroe Ctoyton CPA Mrm twson lm< 
medlole fuil'tinK ooenlng for a 
General Ollice Person Dulles In* 
elude filing eoovlng, moil distribu- 
tion ond light t^lng Some office 
exoerknce rccutred. We olfer good 
|obenylronment»comoelltiveconv 
pensotloa pold porklng. irlnge ond 
profit shoring benelifs. 

RUBIN, BROWN 
GORNSTEIN&CO. 

2J0S.&emlstcn 
CloytorLMdiSIOS 
7274150 
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rECcpTIOMIST 
Full time poeitlon m hootth core 
related corpfrollOfl. pieosont 
phone voice/ end excellent commu- 
nkotion skills essentioi. Minimum 
typing speed of S$ WPM. Excellent 
poy, benefits ond enylroment. Air* 
port locotion. Send resume. 
Reply to: 
BOX AltPfiSt4)l$PATCH 
♦00 W. Tucker. St. Lo<;!s. Mo. «)01 
RECEPTlONiST'Must be brloht< 
busy Doctor's oMke. flexible hours 
demonded-SW/mO. plus fringe 
benefits. 



Otrkol 



OEJICAI OPPORTUNITIES 



Dvt to cofttiftgtd expoMloo Pfno- 
Corp Gfoup Moftooemmt locott<J 
1ft Crttrwood hot the followJnO 

ACCOUNTING CIERK 

IhdlvkJyol mwt potmt tomiilof Itv 
with 10 key coicoiotof ond oood f 
wt ootitudt. Excfllfftt communt- 
colloo on<J rKOfd ketpJog >klH»/^ 
Quired. Pertonot comoutcr 

PROCESSING CIERK 

Th* ouoHfltd Indlvklurt nnnt ho^t 
1 vtof WKM txoer»*nce qjxJ n-pjng 
of 40 wpm (ktlrotle. ConOldo(« 
mvtt be Jbf« to wimttond rraMno« 
b«<Mtt>g ond ttonding. 

Coll for 0P9t. 




Angillco Uniform Crovo, the fo« 
floft's loroest mooufocturcf of cor- 
ttr/iftintu!(CvMiODOcyct Itcvrrenl* 
Iv M«klr>g to IHi on entry itvel 
ctcr^oi position. Idfot condtdote 
will be 0 h»oh ichool oroduote ond 
MSieiS 1 vror of office experience. 
Excellent communlcolion SKIlls 
ond tYDlno obiMtv of over SO wpm o 
must. IBM PC ondCRT experience 
helpful. Inttrtsted condldotes 
pleoie send resume oiono with sol* 
orv reouirements tO" 

ANGEHCAUNlFOHMGiiOUP 

Attention. T.Wehrte 

TOORosedote 
St. Louis. MO 63112 
An EqvoI Oooof twnltv Emotovef 
M/F/H/V 



Clerical 

MAIIQERK 

A wefl estoCHIshed compopv lo- 
coted In Southv^tst St. Louts 
county has on f'nmediott opt* 
ln9 lor 0 Moil Clerk. 

This Is on entry level position 
whkh wilt Include penerof cfer< 
kol duties, ond relief on swItN 
boord Write or send resume In 
complete confidence to 

Pefsonnel 
P.O. Box 26291 
Fenton, MO 63026 

EquoI opportunity' Employer 
M/F/H/V 



849-5555 
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Job Keeping 

Performance Checklist 



Student 



has successfully performed the following steps ;r procedure. 



Job Keeping Skliis 



1. Identified business skills needed for Gmplovment 



Demonstrated desirable pepj'^na! trait« Tor 
clerical/secretarial employe. 



neat 



accurate 



friendly 



tactful 



energetic 



well-organized 



reliable 



stable 



pleasant telephone voice 



followed instructions carefully and accurately 



worked without supervision 



positive, cheerful attitude 



punctual 



seldom absent 



good work appearance 



3. Planned for advancement; 



identli-'ied possible members of a personal network 



contacted network memberts) 



developed a pLn to Improve business skills 



developed a plan of goals and objectives 



Yes 



No 



Comments 



Sat!5factory 



Should Move On □ 
Repeat This Unit □ 



Student Signature/Date 



Instructor Signature/Date 
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^ Proofreading 

introduction 



The ability to proofread well is not acquired tiirougii luck. To be a good proofreader, 
you must have some general business and Englisii knowledge. This includes knowing parts 
of business letters and reports, sentence structure, punctuation, capitalization, spelling, 
and use of numbers. 

Tills may seem like a lot to learn but if you study a part at a time, you will be surprised 
how quickly you can understand what to look for when proofreading. 

This unit will show you the most common proofreaders' marks to use, and it will look 
at punctuation, spacing rules, and procedures for proofreading copy. 



Unit Objective 

After completion of this unit, you should be able to recognize and use proofreaders' marks. 



Specific Objectives 

After completion of this unit, you should be able to: 

1. Understand common proofreaders' marks. 

2. Identify spacing before and after certain special keys. 

3. Proofread numeric copy. 

4. Proofread business letters. 

Are YOU Ready? 

Check the statement which is true for you. 



• 



□ 

I can do the above tasks and 
am ready to do the 
Performance Checklist. 

SEE YOUR INSTRUCTOR 



□ 

I want to study the information 
in this unit before doing the 
Performance Checkiist. 

TURN TO NEXT PAGE 
AND BEGIN 
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Terms and Equipment for Proofreading 
Terms 

Numeric copy - material containing numbers 

Proofreading copy - checking materials for typos and otiier errors 

Proofreaders' marks - symbols showing changes to be made in typed copy 

Reference manual - book containing rules for punctuation, capitalization, word 
usage, word division, letter styles, grammar, number usage, forms of addresses, 
abbreviations, etc. 

Typos - errors in keyboarding such as transposed (switched) letters, omitted 
letters, or extra letters 



Equipment 




Dictionary Reference Manual V/ord Book 
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Proofreaders' Marks 



Mark 


Means 


Example 


r 


Delete 


going y!fo town 


/?/» ^ / 


Lower case 




Capitalize 


Mr. siaitei , 


A 


Insert 


Proofreading^necessary 


A 


Insert punctuation 


We will, however.be 




Move circled material 


to indicated point 


Outline^or jot dcwnK^rieflY) 


LA 


Transpose 






Close up-no space 


proofread 
aij^xcellent 


# 


Leave space 




Make a paragraph here end of paragraphTNew one 




Run in-no paragraph 


the support team.--^ 

CJThey 
proofreading-i^^ecessary 




Retain materials 




Move to the left 


1 soon will be 




Move to the right 


how qjten will they 




Spell out in full 


■@ 




Double space 


r Proofreading is necessary 
5 for clear and effective 








Single space 


Proofreading is necessary 
^ for clear and effective 
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B. Understanding Proofreaders' Marks 

Typed materials must be proofread or checked for typos and other errors. 
Proofreaders' marks are used to show where corrections and changes should be 
made. 



1. 





delete, take out this material 


This ^y^e^aterial is 
about to be revised. 


This material is about 
to be revised. 



2. 



# 



1. 1. or I 


lower case, do not capitalize 


The club ff esfdent was 
absent. 


The club president was 
absent. 



3. 





capitalize, use capital letter 
here 


Give your report to Jim Wilson 
by Tuesday. ^ 


Give your report to Jim Wilson 
by Tuesday. 



9 



A 


insert, add material here 


cyff'Ce- 

The^manager needs our report ab 
soon as possible. 


The office manager needs our 
report as soon as possible. 
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5. 





paragraph, start a new paragraph here 


We will meet at 7:15 in 

Room 2095AII executives and office 

staff should bring their reports. 


We will meet at 7:15 in Room 209. 

All executives and office staff 
should bring their reports. 


6. 




close up, leave no space between these 


He will finish withjn 
the allotted time."' 


He will finish within the 
allotted time. 


7. 




move left, move this material 
to the left 


czz: In reference to the preceeding 
report, the following data should be 
added. 


In reference to the preceeding 
report, the following data should be 
added. 


8. 


/N 


insert punctuation, put this 
punctuation mark here 


We have finished our progress 
report Bob is drawing the necessary 
diagrams 


We have finished our progress 
report. Bob is drawing the necessary 
diagrams. 


9. 




move, take this material to where 
the arrow is 


it is therefore ^ecBSsarY)to take 
some positive actic.i. 


It is necessary therefore to take 
some positive action. 
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10. 





transpose, reverse the order of 
these letters or words 


1 did not yet recPve the shipment 

of computer paper which was\|asp'6fdere9\ 
weel<. 


1 did not yet receive the shipment 

of computer paper which was ordered last 

week. 



11. 





retain materials, do not change 
this material 


Please complete the enclosed 
form and return it to me by 
September. 1^ ^"^-i" 


Please complete the enclosed 
form and return it to me by 
September 17. 



12. 





run in, no paragraph, do not start 
new paragraph here 


We will be providing inservice 
sessions later. 

^The person in charge is Bill Smith. 


We will be providing inservice 
sessions later. The person in charge 
is Bill Smith. 



13. 





space, insert a space here 


Mr. Bob Johnsonjs on vacation this 
week, but he maybe in the office 
on Friday. 


Mr. Bob Johnson is on vacation this 
week, but he may be in the office 
on Friday. 



14. 





move to the right, move th o 
material to the right 


Havlrfg received the weekly sales 
reports, we are preparing a 
composite analysis of sales. 


Having received the weekly 
sales reports, we are preparing 
a composite analysis of sales. 
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15. 



o 


spell out in full, do not abbreviate 


These booklets should be mailed to 
each doctor in Newton, <^0?)) 


These booklets should be mailed to 
each doctor in Newton, Missouri. 



16. 



-33 


single space, type this single spaced 


The following tasks must be 
completed by Frday: schedule 
the committee meeting, gather 


The following tasks must be 
completed by Friday: schedule 
the committee meeting, gather 



17. 



DS 


double space, type tnis material 
double spaced 


^ When provided with a list of 
prospective customers, we will 
computerize a mailing list and print 
out the necessary labels. 


When provided with a list of 
prospective customers, we will 
computerize a mailing list and print 
out the necessary labels. 



DO SKILL SHEETS 1 AND 2 



103 



ERIC 



e 



Clerical/Secretarial Supplementary Units 

Proofreading 



Proofreading 

Skill Sheet 1 



Directions: Match the proofreaders' marks to their meanings by writing the letter for the 
correct meaning in the space next to the proofreaders' mark. 

a. delete 

b. close up 

c. move right 

d. move left 

e. move 

f. reverse (transpose) 

g. insert (add) 

h. run in (no paragraph) 




Directions: V\/rite the correct proofreaders' mark in each space provided below. 

1. lower case (do not capitalize) 

2. upper case (capitalize; 

3. insert a space 

4. start a new paragraph 

5. do not change 

6. spell out (do not abbreviate) 

7. single space 

8. double space 
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Proofreading 

Skill Sheet 2 



Directions: Type the following story, making ail of the changes indicated by the 
proofreader's marks. 

Happy M oments Wi th S ver) A ndrew 



We oj ten enjoy time spent with little children because they are so natural. 
For example, when Sven Andrew was about three years old, he stayed in the 
bathroom for a while longer than;^ jsual. (Ijttle ones ""ove to play with the 
paper in the bathroom,) I thought to myself, he is just pulling paper off^ 
for on|g)E\l'll let him pull off papj^r to his heart's desTrei^ne roifT^can^t 
# hurt, ^ut soon he into the kitchen^He j^^on pajaf^ that covered 

^ A A A A 

him from shoulders to toes. There seemrii to be quite a bundle inside his 

pajamas, "look, Mommie," he said. "See mafi/^cottontail. I'r^bunnjWl\ 

When i^ven j^ndrew was about0^^r9^ he watched verVjjqui(j^y one day 
r as I shejelled pecans, ^is time I "^cidontly^* let one shewed half get 
y c(gnfe t6 him hoping thft he'^uld pick (Jij up^ examine it,'^and ask questio^Aj^) 
He su rprised me.-^ ^ o 

d^e l^ped it into his mouth(^began ch^^Tng before I had cleaned the 

hully ilktter between the ridges. Quic^y he spitltheyou^j morsai^ exclaiming, 

"mcmraie, mommie, theres a skunk in my mouthI"^When Sven;as in the /first 

= A A 

/Grade, he brought home a paohlet about plants, syen had not read through 
ths Entire ^mphlet. I was reading it ovJjiQand said, "Sven^^it says here that 
if you put a sweet potato in water, you get ]oJts of leaves." I read a 
little farther. "SverQ it^^s here that (g/i) you put a pineappVl^in water, 
it..o"'^"Don't tellyl4|^' l^e said^indi eating by his tone that >fe didn't want 
to be disturbed further f^i^ his to^. "you get a pine tree.^' 
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c. Guidelines for Spacing m6 Special Keys 



When preparing business correspondence and other typed materials, it is 
important to l<now how to type special symbols and what spacing is needed for 
them. Here are some spacing guidelines for frequently used punctuation marks 
and symbols. 



Colon : 

Leave 2 spaces after a colon. 



We need to order the following 
supplies: white bond paper, letterhead, 
and envelopes. 



Period . 

Leave 2 spaces after every 
period (or other end of sentence 
punctuation such as question 
marks or exclamation points). 



The meeting will start at 5 o'clock. We 
will adjourn at 10 p.m. 



• 



3. Comma , 

Leave one space after every 
comma (except when it is used 
in numbers). 



Our president, Mr. Jameson, has asked me 
to send you an application form. 



4. Hyphen - 

Do not space before or after a 
hyphen used to divide a word. 



We are sponsoring a two-day meeting. 



5. Dash -- 
Do not leave a space before or 
after a dash. 



We will be there-unless the conference 
runs late. 



• 
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6. Quotation marks " " 
Surround the material being 
Quoted with quotation marks. 



13 



His comment was, "Of course, we will still 
have the meeting." 
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7. Percent % 
Do not space between a number 
and a percent sign. 


There will be a 5S^o increase in shipping and 
handling charges. 


8. Dollar sign $ 
Cent sign 

Do not soace hetween a riolla'" 
sign or cent sign and tlie 
number. 




A fee of $25.50 will need to be collected. 




9. Telephone numbers 
These may be typed with 

n^^rpnfhPQPQ nr hv/nhpnc 

(JCil CI ILMCOCO UI llyfJNCMO. 


1 li? lo^ ODD* 1 z iz ur i-y ioodd* iz 1 z 






10. pound symbol # 

Do not space between the 
pound symbol and the number. 


1fi±fc hnnd rij^npr 


11. Number nr No. 

Numbers riiCy be indicated with 
a#or abbreviated as No. and 
followed by one space. 




tt 72 or No 72 


12. Decimal point . 

Do not space between a decimal 
point and the number. 




$14.25 
8.36 
.79 


"^^KILL SKEET 3 
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Proofreading 

Skili Sheet 3 

Directions: Use proofreaders' marks to show the correct usage and/or spacing before and 
after the special keys used in the following sentences. If a sentence is correct, place a "C" 
in the answer blank provided. Check your work with the answer key. Then, type all the 
sentences in correct form on a sheet of paper. 

Hyphens 

1. Most calls should be placed on a station - to - station basis. 

2. Each is staffed by factory -trained people who know our calculators. 

3. Each letter will include a two- to three-page brochure. 

Telephone Numbers 

4. If you have a question about our product, call us at 1 800 222-1000. 

5. Her telephone number is 307-989-2301. 

Money 

6. Enclosed is our check for $776. in payment of your fee. 

7. The price will increase from 30 cents to 42 cents. 

8. The prices ranged from $ .95 to $1.09 per ounce. 

Quotations 

9. He said, "That is all". 

10. The assignment was to read the chapter entitled" Skin Care." 
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Percent 

11. We pride ourselves on helping our clients cut costs by 40 percent. 



1980 1985 percent of 

County Census census increase 

Bloomfield 200,000 250,000 25% 

Appleton 100,000 110,000 10 

Sweeton 300,000 300,000 0 

Number and Symbol Sign 

13. Unit 
Quantity Description Price Total 

8 reams 20 bond paper 2.25 18.00 

6 reams 16 ditto paper 1.25 7.50 

14. Our model No. 118 delivers up to 150 copies per minute. 
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D. Guidelines for Proofreading Numeric copy 

If you nnake an error involving a misspelled word, you can usually understand 
the meaning anyway. However, a mistake in numeric copy can change the 
entire value of the material. The following guidelines can help you check 
numeric copy. 



1. Check each number carefully, digit 
by digit. 




2. Read long numbers in groups of two 
and three. 

For example, 

""2876497283" could be lead as "28" 
"764" "97" "283." 




Lay a ruler on the original copy to 
guide yourself as you proofread each 
line. 




17 
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Percent of 
Increase 

25% 
10 7i 



Ice Total 

35 1800 
'as 7.50 




4. Make sure columns of numbers 
line up evenly on the right. 



273; 
897,4061 
3,870 i 



5. Having a coworker read numbers 
aloud as you silently proofread your 
final copy is a good way to check 
numeric copy. 



6. Verify computations. 




Common Errors in Numeric Copy: 

Misplaced decimal points 

For example, 
98.6 should be 9 ' 



Misaligned numbers 
For example, the decimal in 
7.3 should be aligned with the 
decimals in the other numbers 

Transposed figures 

For example, 

62.73 should be 62.37 




Wrong numbers 


$16.11 


$16.11 


For example. 


$57.84 


$57.83 


57.84 should be 57.83 


$29.38 


$29.38 



Wrong symbols 

For example, 

«59.40 should be $59.40 



ErIcO SK8LL SHEET 4 



«59.40 


$59.40 


$38.01 


$38.01 


$ 6.11 


$ 6.11 
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Proofreading 

Skill Sheet 4 



Directions: Below you will find a list of products that appeared in a catalog. A purchase 
order has been prepared to request some of ti products. Proofread the purchase order 
to make sure it has been prepared correctly. Use proofreaders' marks to correct any errors 
that you find on the purchase order. 



OFFICE SUPPLY CATALOG 


Removable Transparent Tape 






B30-591, 1" wide tape 


$5.75 ea. 




B30-590, 3/4" wide tape 


$4.35 ea. 




Book Tape 






B30-420,1 V2 wide 


$3.00 ea. 


$2.90 ea. for 6 or more 


830-421, 2" wide 


$3.99 ea. 


$3.89 ea. for 6 or more 


Masking Tape 






B36-305, 1/4" wide 


$1.15 ea. 


$1.10 ea. for 12 or more 


B36-307. V2" wide 


$1.51 ea. 


$1.45 ea. for 12 or more 





PURCHASE ORDER 






Quantity 


Description 


Unit Price 


Total 


5 


B3 00591 removable transparent 


5.75 


28.70 




tape, 1" wide 






6 


B40-320 book tape, 1 1/2" wide 


29.0 


17.40 


1 


B3 0-421 book tape, 2" wide 


3.99 


3.99 


12 


B36-305 masking tape, 1/8" wide 


1.01 


13.20 


10 


B36-307 masking tape, 1/2" wide 


1.52 


15.20 








74.50 



U2 
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E. Using References 



References are books which contain useful information. There are many types 
of reference manuals. References that are helpful when proofreading include 
dictionaries, grammar or style handbooks, and word books. 

A dictionary can be used to check the spelling of words and the way to divide 
words. The dictionary can be used to find the meaning of a word to make sure 
the word is used correctly. Words are listed in a dictionary in alphabetical order. 
NOTE: There are dictionaries for special areas, such as medicine, law, and 
engineering. 

A dictionary entry gives such information about a word as: 

a. how the word is spelled 

b. how the word is divided into syllables 

c. how the word is said (the pronunciation) 

d. what part of speech the word is (noun, pronoun, adjective, adverb 
preposition, conjunction, interjection, etc.) 

e. how to spell the plural form of the word 

f. where the word comes from (its etymology) 

g. what the word means (definition) 

h. what other words have the same meaning (synonyms) 



® 



® 



@ ® 



® 
I 



@ >dif.fi.CMl-ty (dif/i kul^te. -kol-) n.^-pl. -ties [ME. & OFr. 



difficulte < L. dtfficultas < dijficilis, difficult < dis-, not + 
facilis, easy: see facimc] 1. the condition or fact of being 
difficult 2. something that is difficult, as a hard problem <- 
or an obstacle or objection 3. trouble, distress, etc., or a 
cause of this 4. a disagreement or quarrel — in difficulties 
in distress, csp. financially 

SYN. — difficulty is applied to anythini.' hard to contend with, 
without restriction as to nature, intensity, etc. fa slight dijficidly, 
great difficulty]-, hardship, stronger in connotation, suggests suf- 
fering, privation. Of trouble that is extremely hard to bear Ahe 
hardships of poverty7; rlfior suggests severe hardship but further 
connotes that it is imposed by external, impersonal circumstances 
beyond one's control / the rigors of winter7; vicissitude, a bookish 
word, suggests a difficulty that is likely to occur in the course 
of something, often one inherent in a situation f the vicissti tides 
of political ljfe7 "* 
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2. A word book (or quick reference) shows the correct way to spell and divide 
words. This reference is shorter and can be used more quickly than a dictionary. 
The word book does not have as many words or as much information as a 
dictionary. Words are listed in a word book in alphabetical order. 
NOTE: There are word books for special areas, such as medicine and law 



di a ry 
dia tribe 
di chot o my 
die ta 
die tate 
dic ta tion 
die ta tor 
dic ta to ri al 
die tion 
die tio nar iqs 
die tio nary 
dictum 
di dac tic 
di elec trie 
die sel 
dl et 
di etary 
di etet ic 
di etet ICS 
dif fer 
dif fer ence 



di gest ibie 
di ges tion 
Ji ges tive 
dig it 
dig I tal 
dig ni fied 
dig ni fy 
dig nitary 
dig ni ty 
di gress 
digres sion 
di'lap i date 
di lap i dat ed 
di lap i da (ion 
di la ta tion 
di late 
di la tion 
dil a to ri ne^s 
dil a to ry 
di lem ma 
dil et tante 
dil i gence 
dil i gent 
di lute 
di'Iu tion 
dimen sion 
di min jsh 
di min u en do 
dim i nU'tion 
di min-u tive 
dim i'ty 
dim mer 
dimness 



di ora ma 
diph the ria 
diphthong 



din^ner ware 
di no saur 
di oc e san 



di o cese 
di ode 



dim pie 
diner 
di'nette 
din ghy 
din*gy 
din ner 



dif Ter cnt 
dif f3ren tial 
dif fer en ti ate 
dif fer en ti a ti( 
dif cult 
dif cul ties 
difficulty 
dif fi dence 
diffident 
dif fraction 
dif fuse 
dif fu sion 
digest 



tion 
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A grammar or style handbook can be used to find rules for grammar and 
punctuation and guidelines for writing effectively. To find information in this 
type of handbook or manual, you will need to use the table of contents or the 
index. 

NOTE: Many different grammar and style handbooks are available. Check 
to see which handbook or manual is acceptable for use in your office. 



standard Style Manual 
Table of Contents 



Chapter One: Punctuation 

Apostrophe 1 

Brackets 2 

Colon 3 

Comma 4 

Dash 7 

Exclamation Point 9 

Hyphen 10 

Parentheses 12 

Period 13 

Question Mark 16 

Quotation Marks 17 

Semicolon 19 

Chapter Two: Capitals, Italics, and Quotation Marks 

Beginnings 20 

Proper Nouns 22 

Pronouns 26 

Adjectives 29 

Other Uses of Capitals 32 

Other Uses of Italics 34 

Chapter Three: Plurals, Possessivcs, and Compounds 

Plurals 36 

Possessives 39 

Compounds 42 



Standard Style Manual Comma 4 



COMMA 



The comma is the most frequently used punctuation in English, It 
is most commonly used to separate items in a series and to set 
off elements within sentences. Within these two broad 
categories, there are a great many specific uses to which commas 
can be put. Most' common uses of the comma include: 



Between Main Clauses 
With Compound Predicates 
With Subordinate Clauses 

and Phrases 
With Appositives 
with Introductory and 

Interrupting Elements 
With Cdntras ting Expressions 
With Items in a Series 



With Compound Modifiers 
In Quotations, Questions, 

and Indirect Discourse 
With Omitted Words 
With Addresses, Dates, and 

Numbers 
With Names, Degrees, Titles 
In Correspondence 
Other Uses 



BETWEEN MAIN CLAUSES 

1, A comma separates main clauses joined by a coordinating 
conjunction (as and, but, or, nor, and for), 

DO SKILL SHEET 5 H^^^ ACTIVITY SHEET 1 
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Proofreading 

Skill Sheet 5 



Directions: For each of the situations described below, tell what type of reference could 
be used to find the needed information. Some items may have more than one correct 
answer. 

Possible answers include: 

• dictionary 

• word book (quick reference) 

• grammar/style book 

1. To check the spelling of a word 



2. To find out the correct way to use a comma in a sentence 
that lists several items 




3. To find out how to divide a word at the end of a line 



4. To find out what a word means 



5. To find the correct way to use quotation marks 



6. To find another word with the same meaning 



7. To find out whether a word is an adjective or an adverb 



8. To find out when to use italics 



9. To decide whether to use a dash or a colon 



10. To find how to spell the plural form of a word 
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Proofreading 



Activity Sheet 1 



Directions: Use a dictionary, word bool<, or grammar/style liandbool< as indicated to answer 
the following questions. 

1. Use a word bool< (quicl< reference^ for spelling and word division to find the 
correct way to divide these words. 

■ Example: difficulty dif-fi-culty 

population 

eventually 

recognizable 

advantageous 

2. Use a word book (quick reference) for spelling ^nd word division to correct the 
spelling of these words. 

Example: difikulty difficulty 

expediant 

refered 

conceed 

developement 

5. Use a dictionary to find the correct way to spell the plurals of these words 
Example: difficulty difficulties 

tomato 

mother-in-law " 

crisis 

alumnus 

4. Use a grammar/style handbook to find the information requested. 
What is the abbreviation for "trademark"? 



What is the abbreviation for "Master of Education"? 



Are the names of the seasons capitalized? 



What is the rule for expressing amounts of money that include mixed amounts 
of dollars and cents? 



How Is the possessive of a proper name ending in "s" (for example, Jones) 
written? 
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F. Guidelines for Proofreading Letters 

In order to insure that your typed letters are nnailable, it is essential that they 
be proofread very carefully. Usually this will involve reading each letter three 
tinnes, checking for certain tyoes of errors during each reading. The guidelines 
below explain each step in the proofreading process. 

1. First Reading - Check the accuracy of all words and nunnbers. Connnnon errors 
include: 



• 
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• Misspelled words 

• Capitalization errors 



Omitted letters 
Transposed (switched) letters 



• Spacings 

• Repeated letters 

• Numeric copy 



1 






























* 










1 




i 

1 
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December |q^, 1986 



4. Maxwell Jones 
*pw Industrial drive 
'^Crossways, MO 63092 



Dear mr. . Jones- 
es w 



Your ord^c has been shipped vi« ignited Parcel Service you should re<;ft4ve 
it in time for your companys demonstration session scheduled for Janua- 
ry 19. 

The order was delayed because yoi:r orlqinal Q^irM^ase order is (nis|5pl2ced. 
(we found it filed with the backorders).j[we regfft because of tl^ error 
the inconvenience to you. 

^he equipment you ordered is nowLOn sali^or 2o\ off th^ regular price 
therefore, you will be billed $ 306.00 inst^ of $450. 00 Copies of yo- 
ur/'purchase order and inv(Jpe. ^ 



Doris Vanstone 



kim 

E^i^losures 
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Proofreading 

Second Reading - Check the letter again for errors in grammar. Look for 
errors in: 

• Punctuation ♦ Incomplete sentences 

• Grammar • Incorrect word divisions. 



<h Kaxwell Jones 
Industrial drive 
'^Crossways, HO 63092 

Dear mr. ^^Jones-j^ 

" o * ^ 
Your ord^ has been shipped ^vla j^nited Parcel ServiccAyou should revive 
it In time for your ccmpanvs deflfonstration session scTOduled for Janui^ 
<^y 19. * 

A 

The order was delayed because 



W found it filed with the backorders 



your original ppr^ase order^yi/ml solaced, 
tckorder^Jwe reg^t because cf t!^D error 



the 1nconveni*'nce to you. 

^he equipment you ordered Is no^on sali?or^20j! off the regular prIceA 
^trefore, you will be billed $ 306.00 instil of $450. iOOy» Copies of 
^eur/'purchase order and invif^e^^^^KcloSttl ^ A ^ 

Sincerely;^ 



Doris vanstone 



klm 

E^t^losures 
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Third Reading - check the letter for meaning. Be sure that: 



• Overall tone Is positive 

• Statements make sense. 





Oeccniberm 1986 



O'.HdXKcll Jones 
Industrial drive 
'^Crossvrays, HO ^ 63092 



Dear mr. 



Your ord^ has been shipped via j^nited Parcel Sei*vic^Vi^u 
it in ticje for your ccnpinys deflTonstration session scheduled for Jantwfr 



^u sr^uld reqfj^vc 



The order was delayed because your oriainal g^r^ajse orderyjisrmii/placed. 
(we found it filed yitli the backordersk)fl<e regSt because of tl^l) error 
the inconvenience to you. 



^he equipment you ordered is no^on salijfor 20JC off tbp regular price A 
therefore, you wiU be billed $ 306.00 instfil of $450. OOyi Copies oi 
yeur/" purchase order and inv^e^ *^tloScil ^ 



SincerelyA 

V 



Doris Vanstone 



klra 

£^t|losures 
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December 19^, 1986 



.Maxwell Jones 
Industrial d[rive 
'^Crossways, HO * 63092 

Dear mr, ^ones-j^ 

Your ord^ has been shipped ^vla^nlted Parcel Servlc^j^pu should recfi'^ve 
It In time for your companvs demonstration session scJftduled for Oanue/^ 

The order was delayed because your original pprch ase order>wiy mi sjS placed , 
(we found It filed with the backordersW^e re9|t ^because of tfi§i\ error) 
tfie Inconvenience to yoi ^ ^ ^X^^^^^,--^^^ 

JJt\e equipment you ordered is no^on salifor^DJJ off tjip regular priceA 
"therefore, you will be billed $ 306,00 inst^ of $450. bo^ Cop'^es of -ye^^ 
yui ^ p urchase order and 1 nvc^e^^^<^^<-^oSgtC ^ ''^ 

Sincerely/ii 



Doris Vanstone 



kim 

E^f^losures 



I / (jjWi. you,. TJujLtLk y6u. 
-fov^ fK*vS order . 
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Proofreading 

Skill Sheet 6 

Directions: Follow the steps of procedure for proofreading letters as you check this typed 
letter against the writer's original copy. You may wish to use references to aid you in 
checking spelling and grammar. 

1. During the first reading, use a blue ink pen to place the proofreaders' marks 
in the correct places. Check fon 

• Spelling and typing errors 

• Verify the data and dates 



2. During the second reading, add proofreaders' marks with a No. 2 pencil. 
Check for: 

• Grammar 

• Punctuation 

• Complete sentences 




3. During the third reading, add proofreaders' marks with a black pen. Check to 
see that: 

• Overall tone of the letter is positive 

• Letter makes sense 
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Proofreading 

Skill Sheet 6 

writer's Original Copy 























































































































'^'AaMiu,. A/laJui 7 10 i.yn. 9: p.m. 
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Proofreading 

Skill Sheet 6 

Typed Letter 



February 10, 1896 

Dear Customer: 

We are pleased to announce that we will be having a sale beginning April 3. 

Please give special attnetion to the enclosed map. The sale location wiil be the Colonial 
Inn Convention hall at 1-55 and Route B, Cape Girardeau, MO. 

We will have e large selection of home furnishings, as well as a large selection of sporting 
equipment 

t 

Enclosed are tickets for our private sale days. 

Two Private Sale Days 

Mon., March 3 and Tues., March 4 

Four Public Sales Days 
Wed., March 5; Thurs. March 6, Fri., March 7, & Saturday, March 8 



Monday 
Tuesday 
Wednesday 
Thursday 
Friday 
Saturday 

We look forward to seeing you again. 
Sincerely, 

Frank Hayes 
cmr 

Enclsures 



Store Hours 

March 3 8 a.m. to 8 a.m. 

March 4 8 a.m. to 8 p.m. 

March 5 1C a.m. to 8 p.m. 

March 6 10 a.m. to 8 p.m. 

March 6 10 a.m. to 8 p.m. 

March 8 10 a.m. to 5 p.m. 



1 O rr 
JL/vO 
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^ Proofreading 

Unit Review 



Directions: For each symbol in Column 1, choose the correct definition from Column 2. Write the correct 
letter in the spaces provided. 





column 1 


Column 2 


1. 


o 


A. move to the left 


2. 


I — 


B. leave space 


3. 




C. delete 


4. 




D. spell out in full 


5. 




E. insert punctuation 


6. 




F. move circled material to indicated point 



Directions: Proofread the following expressions for correct punctuation and symbol usage. If the expressions 
are correct, enter a "C" in the space provided. If the expressions are incorrect place proofreaders' marks 
at the appropriate places. 



7. If you are in a hurry, just drop the card in the mail today. 

8. Accordingly we have updated the ledgers. 

9. Therefore, the tickets were printed yesterday. 
10. It has child - proof hinges. 

11 Your ideas increased our sales by 20%. 

12. You will hear a "beep". 

13. Just call our branch at 314 552-1441. 

14. For as little as $30.00 a day, you can rent a lodge. 



Directions: Place proofreaders' marks in the following letter. 



May 7, 1986 




The Office Place 
558 Poplar Avenue 
Poplar Bluff, MO 63901 

Dear Bill, 

Please send the following products by UPS. 
Quanlty Catalog no. Description 



6 B18-523 
2 B180524 



letter-size desk tray 
legal-size desk tary 



Price 

S2.50 ea. 
S4.25 ea. 



Total 

S15.00 
8.50 



To cover the costs of shipping and handling my check for S25.23 is enclosed. 

Sincerly, 



angford 
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Proofreading 

Performance Checklist 



student 



has successfully performed the following steps of procedure. 



Proofreading Tasks 


Yes 


No 


LUlTllTlcnLO 


1. Interpreted proofreaders' marks 








2. Used special keys correctly 








3. Used correct spacing with special keys 








4. Proofread numeric copy by comparing numbers with 
original 








5. Proofread numeric copy by checking for: 








misplaced decimal points 








misaligned numbers 








transposed figures 








wrong numbers 








wrong symbols 








6. Verified computations in numeric copy 








7. Used references appropriately: 








used dictionary 








used word book 








used grammar/style handbook 








8. Proofread a letter, checking for: 








misspelled words 








capitalization errors 








omitted letters 








transposed letters 








correct spacing 








repeated letter 








9. Verified data ar J dates in letters 








10. Checked letter second time for: 








grammar 








punctuation errors 








complete sentences 








word divisions 








11. Proofread letter third time for: 








overall positive tone 








meaningful statements 









Satisfactory - Should Move On □ 
Repeat This Unit □ 



Student Signature/Date 



instructor Signature/Date 
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Typing Letters 

Introduction 



Millions of letters, memos, and other forms of business correspondence are ma'led 
each year. An office worl<er's ability to produce mailable correspondence rapidly is, therefore, 
a very important skill. 

This unit provides information about correcting errors, provides a review of margin 
settings, and shows techniques for estimating the length of business letters. 



After completion of this unit, you should be able to demons .rate skills needed when 
producing business letters. 



After completion of this unit, you should be able tO: 

1. Estimate the length of the body of a handwritten Jetter. 

2. Estimate the length of the body of a taped letter. 

3. Determine appropriate margin settings. 

4. Plan the correction of errors using techniques of cover-up, lift off, and delete. 



Unit Objectives 



Specific Objectives 



Are YOU Ready? 



Check the statement which is true for you. 





I want to study the information 
in this unit before doing the 
Performance Checklist. 



I can do the tasks and I 
am ready to do the 
Performance Checklist. 



TURN THE PAGE 
AND BEGIN 



SEE YOUR INSTRUCTOR 
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Terms and Equipment for Typing Letters 
Terms 

Average letter - letter whose body contains a word count of between 101 and 
300 words 

Code l<ey - a l<ey such as "CONTROL" which must be held down when strildng 
another l<ey to perform a specific function 

Long letter - letter whose body contains a word count of more than 300 words 
(Sometimes a second page of paper is needed.) 

Position Indicator - a pointer, lighted bar, or cursor which helps you to know 
where you are horizontally on a page 

Short letter - letter whose body contains up to 100 standard words 

Standard word - a set of five letters, spaces, numbers, or symbols (Word count 
in the body of a letter is figured in this manner: All strokes in the paragraph 
are counted, added together, then divided by 5.) 



Equipment 




Index Strip Cover-Up Tape Lift Off Ribbon 




Correction Fluid Correction Tape Lift Off Tape 
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B. Steps for Estimating the Length of a Letter 

Learning to estimate the length of a letter helps in determining margin settings 
and may save retyping/reprinting. Refer to the following letter (Letter A) as you 
follow the steps for estimating the length of a handwritten letter. 



Letter A 



1. Count the number of words in 
the first full line of the body of 
the letter. (Letter A shows nine 
words in the first line.) 

2. Count the number of lines of 
handwriting in the body of the 
letter. (Letter A shows nine lines 
of handwriting.) 

3. Multiply the words per line times 
the number of lines. (Letter A 
shows 9 X 9 or 81 words.) 

4. Since Letter A contains 
approximately 81 words, margin 
settings for short letters should 
be used. 



• 
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Margin Settings (NOTE: LM - Left Margin; RM - Right Margin) 



Word Count in Body 
Up to 100 Words (Short) 
101 to 300 Words (Average) 
301 or More Words (Long) 



DO SKILL SHEET 1 



12 Pitch 
LM25 RM80 
LM20 RM85 
LM15 RM90 



10 Pitch 
LM22 RM67 
LM17 RM72 
LM12 RM77 
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Typing Letters 

Skill Sheet 1 



Directions: Study each letter and answer the questions about it. 

1. How many words are shown in the first line of the body of Letter B? 

2. How many lines of handwriting are shown in the body of Letter B? _ 



3. Multiply the answers from 
questions 1 and 2 to find 
the number of words in 
the body of Letter B 



Margin settings to be used 
for Letter B are those of _ 

a. a short letter 

b. an average letter 

c. a long letter 



Letter B 













:^i:nn^4m aap k4d('i 




































































ttji fjht at0 jtmjid. ip/^t ^i^Q^^^Sua. 




Mf^K. .♦My^ ^ti^ 46n yyjf.n ^^fuAl^-h ftrrt/ M p^fdicf^tn^ i — 








jy^/y^, yoAur^ ^xtdtt^^t /i^ . 












^tLtl^x^ ?iitf£ (Anr^ 1^*^ ^iAj^i^-^ 
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Letter C 





j 5y^^^^ /< (± 






















• — 


Ua^^^c^^&^J^. ^ ;„ jAl, ^// ^ U '-h <irrr-C if 




lo Tni.t - ^Sfmt/f, ^rt '} U,t f./f^ ukjJ. f;;.-^ 










■ — 






































^■■..yn. f MTTVf VfTTrt /TTfgil rflW/f 7^^' 



































How many words are shown in the first line of the body of Letter C? 

How many lines of handwriting are shown in the body of Letter C? 

body of Lettir cT^"^^ °^ questions 5 and 6 to find the number of words in the 

Margin settings to be used for Letter C are those of 

a. a short letter 

b. an average letter 

c. a long letter 



I3i 
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C. steps for Estimating the Length of Taped Correspondence 

1. Obtain the index strip which accompanies the tape to be transcribed. 



Letter^ . |. .. | ,..!.. ,j . . , . ........... I"*"" 

0 5 10 IS :o 25 30« 

Corract R*'- 



2. Look for the marks which indicate the end of dictation for individual pieces of 
correspondence. 



Lutte^ 
0 

Correct 



} 

10 



15 



20 



25 



Date: 
■ • 

30 — 

Re(: 



3. Determine the amount of time used to dictate correspondence. For example, 
the index strip shown here indicates that the first letter took two minutes to 
be dictated; the second letter, three minutes; the third letter, two minutes; the 
fourth letter, one minute; and the fifth letter, about a minute and a half. The 
remainder of the tape was not used. 

FIRST SECOND THIRD FOURTH FIFTH LEHER UNUSED PORTION OF TAPE 




4. Apply these guidelines to determine margin settings. 



Length of Time Use Margin Settings For 

Ud to 1 Minute Short Letters 

1 to 3 Minutes Average Letters 

More than 3 Minutes Long Letters 



Margin Settings 

12 Pitch 10 Pitch 

LM25 RM80 LM22 RM67 

LM20 RM85 LM17 RM72 

LM15 RM90 LM12 RM77 
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Typing Letters 

Skill Sheet 2 



Directions: Study the index strip below and circle the appropriate type of margin setting 
for each letter. 



Letter 



Correct 



10 



!5 



Date: 

20 25 30 — 

ReC. 



1. first letter short average long 

2. second letter short average long 

3. third letter short average long 

4. fourth letter short average long 

5. fifth letter short average long 



ERIC 



136 
11 



Clerical/Secretarial Supplementary Units 

Typing Letters 



• 



D. Steps for setting Letter Margins 

1 Assemble equipment. 




Letter A 





Typewriter 



Typing Assignment 



Stationery 



9 



To determine the margin settings for letters. 

2. Study the placement table 
shown here. 



Word Count In Body 
Short letter: Up to 100 Words 

Average letter: 101 to 300 Words 
Long letter: More than 301 Words 



Margin Settings 
12 Pitch 10 Pitch 

LM25 RM80 LM22 RM67 
LM20 RM85 LM17 RM72 
LM15 RM90 LM12 RM77 



ERIC 



NOTE: LM is left margin, rm is right margin. 



Estimate whether the letter is 
short, average, or long by 
counting the number of words 
in the first line and multiplying 
that number by the number of 
lines In the body of the letter. 



137 
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Letter A 











4. Procedures for setting margins vary, depending upon tfie type of equipment 
used. Illustrations for four brands of equipment are shown on the following 
pages. 

TO set margins on the IBM Selectrlc. . . 



1. Press in gently on the left 
margin stop and slide it to the 
number indicated on the margin 
pitch scale. 




2. Gently press in on the right 
margin stop and slide It to the 
number indicated on the margin 
pitch scale. 













70 7J 
1 1 I 1 1 1 




1 1 1 1 1 1 1 1 

tS 10 


0 



TO set margins on the Oiympia Electronic Compact. . . 



When the motor is turned on, 
the indicator moves to the 
preset left margin of 24 for 12 
pitch. 
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2. If a different setting is needed, 
press the margin release key and 
hold it down while the 
backspace key is pressed. 




3. Backspace to the desired 
number on the margin pitch 
scale. 






















4. Release these keys. 











MAR 






REL 
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To set right margin, space 
forward untii the indicator is on 
the number desired for the 
right margin. 
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To set margins on the Apple lie, 
Applewriter program. . . 



1. Type the following commands 
before typing the letter: 

Control V 
Escape 
Shift E 
Control V 
Return 




You will then see 1 on your 
screen. 




3. Type these margin commands: 
.Im 20 
.rm 85 
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E. Steps for Correcting Typing Errors Using Techniques 
of Cover-up, Lift Off, and Delete 

1. Assemble equipment. 




Typewriter 





Cover-up Tape Lift Off Tape 




Correction 
Fluid 



Correction 
Tape 











□ 

0 

1 - o 


□ 


^ 

rift. =r>l 










Delete Key 



Word Processor/Monitor 
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To correct errors by using cover-up tape or lift off tape. . . 

1. Using tlie cylinder knob or reverse Index key, turn the platen to the line that 
contains the error. 



Platen 



Cylinder Knob 




Reverse Index Key 



2. Use the space bar, the express 
backspace key, or the backspace 
key to help In locating the error. 




Clerical/Secretarial Supplem(3ntary Units 

Typing Letters 



5. Insert the cover-up tape or lift- 
off tape behind the typewriter 
ribbon and in front of the 
typing paper. 

NOTE: In this example 
separate should be separate. 




its were sert und^r^eperatfe^qover. You sh\ 
':h of February. 




4. Hold on to the tape with one 
hand as you type the incorrect 
key again. 

WOTE: Do not :.«.'o.'v che tape 
to fall into the typewriter. 
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6. Check to see if the error is 
blotted out completely or has 
been lifted off completely. If 
not, repeat the procedure. 



Sep rate 



7. Backspace once. 




8. Strike the correct key. 



separate 



ERIC 
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• 



Backspace and strike the correct 
key again if necessary to make 
the type as dark as the other 
letters. 



separate 




TO use the lift off ribbon to correct errors. 



1. Stop typing as soon as you 
realize an error has been made. 

NOTE: in this example, "feel" 
should have been typed 
"fell." 
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2. Backspace to the letter just to 
the RIGHT of the error. 




3. Press the correction key. 




4. Type the incorrect letter. The 
lift OTt ribbon pulls the incorrect 
letter off the page and the 
typewriter stays on that space. 

NOTE: some typewriters have 
a memory and will 
automatically type the 
incorrect lutter as soon as the 
correction key Is typed. 
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To use the delete key to correct 
errors on a microcorriDUter . . 

1. Use the arrow keys to move the 
cursor to the letter just to the 
right of the error. 



r 




2. Press the delete key or Del key 
which removes the inaorrect 
letter from the screen. 




APPLE lie 



Del 



IBM 
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3. Insert the correct letter by 
typing the correct letter (Apple 
He and Applewriter program). 




Or, insert the correct letter by 
pressing the insert key and then 
typing the correct letter (IBM PC 
and Peachtext program). 




150 
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To correct extensive errors using correction fluid or correction tape. . . 

NOTE: correspondence must be photocopied and mailed and the original kept as 
a file copy If It Is corrected In this manner. 

1. Using the cylinder knob or index key, turn the platen so that the erro. 
is clearly visible. 




151 
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2. Pull the paper bail forward. 



3. Apply thin coats of correction 
fluid to the error (dab, don't 
brush) or cover the error with 
correction tape. 




4. After the correction fluid is 
completely dry, turn the cylinder 
knob to roll the paper back into 
position for retyping. 
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Typing Letters 

Unit Review 



Directions: Fill in the blank with the best answer for each question. 

1 The "control" key is a key. It must be held down while another key 

is typed. 

2. The following word counts were provided on a textbook assignment. Determine 
whether the letters are short, average, or long by circling the correct length. 
Fill in the margin settings for those letter lengths in the space provided. 

12 PITCH 10 PITCH 

WORD COUNT CLASSIFICATION LM RM LM RM 

119 short average long 

324 short average long 

207 short average long 

83 short average long 



3. A handwritten letter is 17 lines long. The first line of the body contains 10 
words. Is the letter classified as short, average or long? 



• 



4. Locate the third piece of correspondence on the following index strip and tell 
whether the letter iS: 

a. short 

b. average 

c. long 



Ltlttr 1 

* I * 


• 1 • 










Oato: 




0 1 


1 S 






20 


25 














Corrtct 












Rcf: 





You are typing a letter that will be photocopied and mailed to 25 offices. You 
accidently type paragraph 3, which is a two-line paragraph, where paragraph 2 
should be. You are using a typewriter that has a lift off rib.bon. Check the 
correction techniques you could use. 
_ cover-up tape 
_ lift off tape 
_ lift off ribbon 
_ correction fluid 
_ correction tape 

- ^^'"'^ , 153 
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Typing Letters 

Performance Checklist 



_ has successfully performed the following steps of procedure. 



Typing Letters 


Yes 


No 


comments 


1. Identified and assembled equipment 








2. Determined whether the body of a letter was classified as 






short, average, or long by: 
looking for the word count or 






estimating the length of the body of a handwritten 
letter or 






estimating length of the body of a tvoed letter 






3. Consulted a chart for aooropriate margin settings 






4. Correctly set the margins 






5. Chose the appropriate correction technique based on the 
equipment available and the nature of the typing 
assignment 







Satisfactory - Should Move On □ 
Repeat This Un'u □ 



Student Signature/Date Instructor Signature/Date 
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• 



Typing Tables 
introduction 



Typing tables and working with numbers is an important responsibility for a 
clerical/secretarial worker. The ability to prepare reports rapidly and accurately can be a 
factor leading to promotions and pay increases. 

This unit reviews the names of the parts of a table and the steps of procedure for 
typing tables. 



After completion of this unit, you should be able to type tables which contain a main heading, 
subheading, and column headings. 



Unit Objective 



Specific Objectives 



After completion of this unit, you should be able to : 



1. Center a table vertically. 

2. Center a table horizontally. 

3. Type a table. 



Are YOU Ready? 



Check the statement which is true for you. 





I want to study the information 
in this unit before doing the 
Performance Checklist. 




I can do the above tasks and I 
am ready to do the 
Performance Checklist. 



• 



TURN TO NEXT PAGE 
AND BEGIN 



SEE YOUR jNSTRUCTOR 
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A. Terms and Equipment Needed for Typing Tables 
Terms 

1. Horizontal - across, or between the left and right edges, of a sheet of paper 

2. Horizontal centering - a table is centered horizontally if half of the longest line 
of type is on each side of the center point. On an QVi" x 11" sheet of paper, 
the center point is 51 for 12 pitch (elite) and 42 for 10 pitch (pica). 

3. Tab • to move across a horizontal line rapidly by depressing a special (tab) key. (This 
eliminates excessive use of the space bar.) 

4. Vertical - up and down, or between the top and bottom edges, of a sheet of 
paper 

5. Vertical centering - a table is centered vertically if half the unused blank lines 
are above the table and half of the unused lines are below the table. When 
centering a table vertically, it is useful to know that there are 66 lines (6 lines 
per inch) vertically on an SVi" x 11" sheet of paper. 

Equipment 




0 




REPORT COVERS 
Covers and Slide-Grip Backbones 



Catalog No. 

C3-32553 

C3-32557 

03-32558 

C3-32550 



Color 

Green 

Clear 

Non-glaro 

Assorted 



Quantity 

40 

50 

50 

50 



Price 
$16.50 ea. 
$16.50 ea. 
$17.50 ea. 
$13.50 ea. 



Typewriter 



Table to Type 



ERiC 




Correction 
Materials 




Typing Pap.?r pencil and Paper 
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B. Steps for Centering Tables vertically 

1. Clear your work area. 

2. Assemble equipment. 




Paper and pencil 



REPORT COVERS 
Covers and Slide-Grip Backbones 



Catalog No. 


Color 


Quantity 


Price 




C3-32553 


Green 


40 


$16.50 


ea. 


C3-32557 


Clear 


50 


$16.50 


ca. 


C3-32558 


Non-glare 


50 


$17.50 


ea. 


C3-32550 


Assorted 


50 


$13.50 


ea. 



Table to type 

3. Count the number of vertical lines, both typed and blank, that the table 
on a page. 

4. Look for the main heading of the table. Write down a one on the paper. 



use 



REPORT COVERS 
Covers and Slide-Grip Backbones 



Cc-^Calog No. 


Color 


Qyancicy 


Price 




C3-32553 


Green 


AO 


$16.50 


ea 


C3-32557 


Clear 


50 


$16.50 


ea 


C3-32558 


Non-glare 


50 


$17.50 


ea 


C3-32550 


Assorted 


50 


$13.50 


ea 




• 
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5. Look for the subheading. Write another "1" on the paper 



REPORT COVERS 
Covers and Slide-Grip Backbones 



Catalog No. 


Color 


Quantity 


Price 




C3-32553 


Green 


AO 


$16.50 


ea« 


C3-32557 


Clear 


50 


$16.50 


ea. 


C3-32558 


Non-glare 


50 


$17.50 


ea . 


C3-32550 


Assorted 


50 


$13.50 


ea. 




6. Locate the line of column headings. Enter a "1" on the paper. 





REPORT 


COVERS 








Covers and Slide 


-Grip Backbones 




Catalog No 


Color 


Quantity 


Price-* 




C3-32553 


Green 


AO 


$16.50 


ea. 


C3-32557 


Clear 


50 


$16.50 


ea. 


C3-32558 


Non-glare 


50 


$17.50 


ea. 


C3-32550 


Assorted 


50 


$13.50 


ea. 




7. Count the number of typed lines in the body of the table. In this case, write 
"4" on the paper. 



REPORT COVERS 
Covers and Slide-Grip Backbones 



Catalog No. 


Color 


Quantity 


Price 




C3-32553 


Green 


AO 


$16.50 


en 


C3-32557 


Clear 


50 


$16.50 


ea 


C3-32558 


Non-glare 


50 


$17.50 


ea 


C3-32550 


Assorted 


50 


$13.50 


ea 
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S. Now add the number of typed lines to find the total. 




9. Look at the space between the nnain heading and subheading. Mark a "1" on 
the paper. 



• 



REPORT COVERS 
Covers and Slide-Grip Backbones 



Catalog No. 


Color 


Quantity 


Price 




C3-32553 


Green 


AO 


$16.50 


en. 


C3-32557 


Clear 


50 


$16*50 


ea. 


.J-32558 


Non-glare 


50 


$17,50 


ea. 


C3-32550 


Assorted 


50 


$13.50 


ea. 



Typed 
\ 


1 


1 

I 

/ 





10. ;_.ok at the spaces between the subheading and the colunnn headings. Write a 
' 2" on the paper. 
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REPORT COVERS 
Covers and Slide-Grip Backbones 



C.italog No. 


Color 


Quantity 


Price 




C3-32553 


Green 


AO 


$16.50 


ea. 


C3-32557 


Clear 


50 


$16.50 


ea. 


C3-32558 


Non-glare 


50 


$17.50 


ea. 


C3-32550 


Assorted 


5,0; 


$13.50 


ea. 




11. Write a "1" on the paper for the space between the colunnn headings and the 
first line of the body of the table. 



REPORT COVERS 
Covers and Slide-Grip Backbones 



Catalog No. 


Color 


Quantity 


Price 


C3-32553 


Green 


40 


$16.50 ea. 


C3-32557 


Clear 


50 


$16.50 ea. 


C3-32558 


Non-glare 


50 


$17.50 ea. 


C3-32550 


Assorted 


50 


$13.50 ea. 



Typed 








I 


I 

Z 


\ 


1 


7 





12. When the directions tell you to double space the body of the table, write a "1" 
on the scratch paper for each blanl< line you plan to insert between the typed 
lines. In this case, write in three additional Ts. 



REPORT COVERS 
Covers and Slide-Grip Backbones 



Catalog No. 


Color 


Quantity 


Price 


C3-32553 


Green 


40 


$16.50 ea. 


C3"i2557 


Clear 


50 


$16.50 ea. 


03-32553 


Non-glare 


50 


$17.50 ea. 


C3-32550 


Assorted 


50 


$13.50 ea. 



Lints 

1 
1 


1 

2. 


/ 




H 




7 


1 



15. Total the number of blank lines the table will us? 



T^ped 

I 
/ 
/ 

7 



I 

Z 

/ 

I 

f 

/ 



Clerical/Secretarial Supplementary Units 

Typing Tables 



14. Add the typed lines to the blank lines. 





&ar\K 






1 
I 
1 


1 

z 




1 
1 


7 


1 




7 


7 




■i-l 




'Y 





15. Subtract the combined lines (typed plus blank) rrom 66, because there are 66 
lines possible on a page. 



Typ«</ 






[ 
t 
1 

7 




1 

2. 
1 

/ 
f 

7 


7 


52. 





16. Divide by 2. Drop any remainder. 



2.^ 




17. Add "1" to the answer. This number represents the line on which the typincj 
should begin. 



XL + l^'ll 



18. If you have problems, check with your instructor. 
DO SKILL SHEET 1 
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Typing Tables 

Skill Sheet 1 



To understand instructions for typing tables, knowledge of the names of the parts of tables 
is necessary. The parts include: 

A. main heading 

B. secondary or subheading 

C. underlined column headings, either all blocked or all centered 

D. columns 

E. longest line of type including spaces between columns 

F. blank lines 

G. typed lines 

H. spaces between columns (spaces between columns may van/ from table to table) 
The parts of the following table are labeled and their spacing is indicated. 



main heaJIng ^ 



TYPE ELEMENTS. 



secondary or subheading ^ qq Characters 



DS 



underlined 
column headings, 
all blocked or Name 
centered 

Adjutant 

longest line of 

type Including ^ (Conx'iBr 12 
spaces 

between 

columns 



TS 



Courier 71 



,01-051 



Elite 72 I 01-137 

spaces between columns 

columns 



10 
12 



Version 




Standard ) 



Bracket 
Legal 



1 

2 
3 
4 
5 
6 
7 
8 
9 
10 
11 
12 

•^blank lines t3 



^D3 



Standard 



14 



typed lines 
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Directions: Using names of the parts of the table as listed on the previous page, labeled 
A-H, fill in the circles with the appropriate letter. 



O 



Q OFFICE PROCEDURES CLASS 
Assignments^^ 




O 



Activity 
Questions 4, 8 
Cases 1-1, 1-7 



Cases 1-3, 1-5 



O 



O Date Due 
September 5 



5;'estions 1, 2, 6 September 



Directions: Answer the following questions concerning the table. 

1. How many typed lines are in the ta':5!e? 

2. How many blank lines are used by the table? 

3. How many combined lines are used by the table? 

4 On which line of type would a typist start typing the main heading? 
Show math steps. 
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C. steps for Centering Tables Horizontally 

1. Assemble necessary equipment 




Typewriter 



»It««T eOVMS 
Covtr* and Slldt-Crlp BaekbOBt* 



CatAlox No. 


Color 


Quantity 


Price 


C3-32SS3 


Crtcn 


40 


$16. SO c« 


C3-32557 


Clear 


SO 


$16.50 e« 


C3-32SS8 


Non-sUr« 


SO 


$17. SO e« 


C3-329SO 


Assorted 


SO 


$13.S0 ft 



Table to Type 



2. Determine the numbe^ of spaces in tlie longest line of the table. 



3. Circle the longest item in each 
column. 



REPORT COVERS 
Covers and Slide-Grip Backbones 



Quant ity \ Price 




4. Count the number of strokes in 
column one. Record tine answer 
at tine bottom of column one. 
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5. Count the number of strokes 
in each additional column and 
record the answers at the 
bottom of each column. 



REPORT COVERS 
Covers and Slide-Grip Backbones 



^talog No\ 


Color 


/Quantity^ 


Prf.ce 




C3-32553 


i Green i 


r/40 


\$16.50 


ea^ 


C3-32557 ^ 


^^ear ll 


^ 50 


$1G.50 


ea« 


C3-32558 


\Non-glare/ 


50 


$17.50 


ea« 


C3-32550 


Assorted 


50 


$13.50 


ea« 



10 



6. 



For this problem, the number of 
spaces between columns is 4. 
Record the number of spaces at 




REPORT COVERS 
Covers and Slide-Grip Backbones 




the bottom of the table. 


/Catalog No 


"X Color 


.'^uantity^ 


Price 






C3~32553 


U Green 




"^(£16.50 


eat) 




C3-32557 


V"' J 


1 50 


$16.50 


ea. 




C3-32558 


\Non-glare^^ 


' 50 


$17.50 


ea« 




C3-32550 


Assorted 


50 


$13.50 


ea. 




ll 


4 °i 


^ S H 


i«5 





ERIC 



Add the spaces in all the 
columns and the spaces between 
all the columns to determine 
the total number of spaces in 
the longest line in the table. 



Catalog No, Non-glare Quantity $16.50 ea. 
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8. Now, determine the left margin 
setting. 

9. Divide the number of spaces in 
the longest line in the table 
by 2. Drop any remainder. 




10, Subtract the answer from 51 for 
12 pitch or 42 for 10 pitch. 




11. Turn on your typewriter and 
follow procedures to clear both 
margin settings. 



ERIC 



10 A 


0 

1 I 


5 

1 1 1 1 1 


10 15 / 

1 1 1 1 1 1 1 1 1 / 


115 

1 1 1 


120 

1 1 1 1 1 


125 

1 ! 1 1 


130 

1 1 1 1 


12 A 


1 1 i 

0 


II 1 1 1 
5 


1 1 1 1 1 1 1 1 1 1 / 
10 15 / 




145 


1 1 1 1 1 

150 


1 f 1 
155 
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12. Clear all tab settings. 




13. Set the left margin. (This is the 
location for the first column of 
the table.) 



15 20 
1 1 1 1 1 1 1 


25 

1 1 1 i 1 1 


30 
1 1 i 


1 1 1 1 r 1 1 1 1 
20 25| 


i i 1 1 1 1 
30 


1 • 1 1 
35 


1 


1 



14. Determine the tab settings for 
the remaining columns. 

15. Using the space bar, space 
forward one space for each 
stroke of the 
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longest item in the first column 
and for the spaces between 
columns one bl i two. 





17. Space forward one space for 
each str Dke of the longest item 
in the second column and for 
the spaces between columns 
two and three. 



(J) / ® 

Non-glare 
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18. Set a tab. 




19. Space forward one space for 
each stroke of the longest item 
in the third column and for the 
spaces between columns three 
and four. 



Q uantity 




• 



D. Steps for Typing Tables 

1 Clear your work area. 
2. Assemble equipment. 
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Typewriter 




Correction 
Materials 



Typing Paper 



REPORT COVEJIS 
Covtrs snd SlldfCrlp Eackbontt 

C*f loft Ko. Color Quantity Frlct 

Cr«cn 40 $16.50 c<. 

C3-32SS7 Clt«r SO $16.50 C4. 

C3-32SS8 Koa-tl"e SO $17. SO c4. 

C3«32SSO Assorted SO $13. SO «a. 



Table to Type 



ERIC 



3. Determine the line on which to begin typing. 

NOTE: Refer to steps for centering tables vertically in this unit. 



REPORT COVERS 
Covers and Slide-Grip Backbones 



Catalog No. 


Color 


Quantity 


Price 




C3-32553 


Green 


40 


$16.50 


ea. 


C3-32557 


Clear 


50 


$16.50 


ea. 


C3-32558 


Non-glare 


50 


$17.50 


ea. 


C3-32550 


Assorted 


50 


$13.50 


ea. 
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4. Set the left margin and tabs for 
each column. 

NOTE: r.efer to steps for 
centering tables horizontsiiy 
In this unit 



15 

1 . 1 1 


20 

1 1 1 


25 

1 1 1 1 II 


30 

1 1 1 


1 1 1 1 
20 


1 i 1 1 
25' 


1 1 1 1 1 1 
30 


1 1 1 1 
35 




J 










) 





5. Place the typing paper in the 
typewriter and bring the paper 
up to the line on the 
transparent line finder. 




Return carriage the number of 
times that yon calculated earlier 
to find the Hi on which the 
typing should begin. 
NCTE: The table in this 
example starts on line 27. 
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7 SoacG ovpr to 51 (the rpnter of 






the page with the elite type). 






35 40 


45 50 


8. Determine where to begin 


1 1 1 1 1 1 1 1 


1 1 1 1 1 1 1 1 


typing the nfiain heading by. . . 


1 1 1 1 1 1 1 1 1 


! 1 1 1 1 1 1 1 i 






00 oU 









counting the strokes in the nfiain 
heading CS) and 



REPORT COVERS 

/ Z 3 ^ 6 (, 1 B^l 10 l\ II 13 



dividing by 2. 

NOTE: Drop any i'em.ainder. 
The answer (6) is the 
number of times you wiii 
bacl<space from the center to 
begin typing. 
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9. Backspace 6 times. 




•10. Type the main heading using all 
capital letters. 



REPORT COVERS 



11. Return the carriage twice. 

12. Determine where to begin 
typing the subheading. 




175 
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Space to 51. (51 is the center of 






the page with elite type.) 






35 40 45 


50 




i 1 1 1 1 1 1 1 1 i 1 1 1 
1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 


1 1 1 
1 1 1 1 






fiO 



Count the strokes in the 
subheading (31). 



Covers and Slide-Grip Backbones 

I I 3 ^ $ (, 1 $ 'J 0 n iL 1} IV li 16 n 19 II to 2) ZL 1) z< 2S zuz-\ is ^^ j« 31 



Divide by 2. 

(Drop ary remainder.) 
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13. Backspace 15 times. ^ 

NOTE: Check to see thdt your j 

position Indicator Is now on \ 
36. 



15 20 
I I 1 I 1 I I I I I 



25 



30 



I I I I 




.1 



14. Type the subheading using 
upper and lowe'" case. 



Covers and Slide-Grip Backbones 



15. Return tho carriage three times 
to triple space. 
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16. Type the first column heading at 
the left margin. 

Capitalize the first letter of each 
word. 



Catalog No 



17. Backspace to the beginning of 
the column. 




18. Underscore the heading by 
holding down the shift key and 
typing the underscore key. 




19. Press the tab key. 




20. Type and underline the second 
column heading. 



REPORT COVERS 
Covers and Slide-G'-ip Backbones 



Catalog No. Color 



21. Press the tab key. 




i 
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22. Type and underline the third 
column heading. 



REPORT COVERS 
Covers and Slide-Grip P ickbones 



Catalog No, Color 



Quan-ity 



23, Press the tab key. 




24. Type and underline the fourth 
colunnn heading. 



REPORT COVERS 
Covers and Slide-Grip Backbones 



Catalog No. Color 



Quantity Price 



• 
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25. Set the typewriter on double 
spacing. 

NOTE: This table is to be 
doublespaced. 




26. Return the carriage. 




27. Type the first item of the table. 



03-32553 
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31. Type the third item. 




32. Press the tab key. 




33. Type the fourth item. 



REPORT COVERS 
Covers and Slide-Grip Backbonei 



Catalog Mo. Color 
C3-325S3 Green 



Quantity Price 

40 $16.50 ea. 



o 
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• 



34. Return the carriage. 




35. Continue typing and tabbing across the page until all of the lines have been 
typed. 



REPORT COVERS 
Covers and Slide-Grip Backbones 



Catalog No 


Color 


Quantity 


Price 




C3-32553 


Green 


40 


$16.50 


ea. 


C3-3255/ 


Clear 


50 


$16.50 


ea. 


C3-32558 


Non-glare 


50 


$17.50 


ea. 


C3-32550 


Assorted 


50 


$13.50 


ea. 



DO SKILL SHEET 2 
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Typing Tables 

Sicill Sheet 2 



Directions: Look at the follo*.vi' g table and answer the questions 



JkoAjh K1-EL- 0,11 APtPi )QcMt/UM>at Ad ?Id 



1. What is the main heading? 

2. What is the longest entry in Column 1?_ 

3. What is the longest entry in Column 2? , 

4. What is the longest entry in Column 5? . 

5. What is the longest entry in Column 4? 



Cf)L(iuiJ^roR.s 
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6. How many strokes are in the longest line of type in the table? 
+6 +6 +6 = 

7. What would be the left margin setting for this table? 
Show math steps. 

8. How many lines are needed for this table if it is single spaced? 



9. On which line of type would a typist start typing the main heading on a full 
sheet of paper? 

10. Type the table in the correct form single spaced. 



ERIC 
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Typing Tables 

Unit Review 



Place the appropriate letters in tlie circles in this Area Code Directory table. 

A. Main Heading E. Longest Line of Type 

B. Subheading F. Blank Lines 

C. Column Headings C. Typed Lines 

D. Columns H. Spaces Between Columns 



AREA CODE DIRE)CTOEY 
For Seven Central Cities 



o 



o 



City 
Dec? Moines 
Kansas City 



o ^ 
o 




• 
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Directions: circle the correct answer. 

2. How many carriage returns should be placed between the main heading and the 
subheading? 

a. none 

b. one 

c. two 

d. three 
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DsrectlORS: Study the following table and answer the? questions concerning it: 



Catalog tfo. 

01-A7501 

01-A7504 

01-A7506 

01-A7502 

01-A7503 

01-A7507 



IBM CXM>ATIHLE PRINTWHEELS 

For Use With the 6240 Printer 
and the 3730 Printer 



IBM Part No. 

001504086 
001506087 

001503011 
001507012 



Type Style 
Orator 100% 
Txestige Elite 
Letter Gothic 
OCR-B 

Courier Pica 
Prestige Pica 



Pitch 

12 

12 

12 

00 

10 

10 



2 
3 
4 
5 
6 
7 
8 
9 
10 
11 
12 
13 
14 
15 
16 
17 
18 
19 



1. What is the subheading? 

2. What is the longest entry in Column 1? 
5. What is the longest intry in Column 2? 
4. What is the longest entry in Column 5? 

What is the longest entry in Column 4? 



How many strokes are in the longest line of the table? 
+4+ +44- +4+ _ 



7. What would be the left margin setting ror this table?. 
Show math steps. 



8. On which line of type would a typist start typing the ma'n heading? 
Show math steps. 
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Typing Tables 

Performance Checklist 



'•tudent 



has successfully performed the following steps of procedure. 



Lenuereu ictoie verLicdiiy 


Yes 


NO 


Comments 


1 Counted tvoed lines 








2. Checked spacing (single or double) 






5. Counted blank lines 






4. Added tvpr^d and blank lines 






5. Subtracte^J combined lines from 66 






6. Divioed bv 2; dropped any remainder 






7. Added 1 to the answer 






Lcriiereu i3oie nonzoniaiiy 


YeS 


NO 


Comments 


1 Deterniined number of strokes in th"^ lonapsr line of the 

ia WW Vwl 1 1 III IIUIIIwWI wl ^^1 vf\W«7 III IvIlj^W^U 1IIIW v| VI IW 

table 








2 Divided bv 2 






3 Subtracted answer from center ooint 

W W 1 WW^ril U 1 IWW r Wl IIVIII WW 1 1 VW 1 ft/ vl 1 1 V 






4 Cleared mcirQln settinas 






5. Cleared all tab settings 






6. 5et a left margin 






7. Spacer forward for the longest entry in the column and 
for spaces between columns as appropriate 






8. Set tabs for columns 






Typed Table 


Yes 


No 


Comments 


1. Brought paper up to line finder position 








2. Returned carriage to line on which typing should begin 






3. Spaced over to the center point 






4. Counted strokes in each heading 






5. Divided answer by 2; dropped any remainder 






6. Backspaced appropriate number (see 5 above) of lines 






7. Correctly typed table headings 






8, Typed and undersc red column headings 






9 Correctly typed column entries 






10. Used tab key appropriately 






11, Used appropriate spacing 







Satisfactory 



Should Move On □ 
Repeat This Unit □ 



Student Signature/Date 



Insta'Crtor Signature/Date 



ERLC 



189 
37 



SN-92-S 



SUPPLEMENTARY UNITS FOR 
SECRETARIAL TECHNOLOGY/OFFICE TECHNOLOGY 

Basic Telephone Techniques 

unit 5 













I 




PRODUCED BY 

INSTRUCTIONAL MATERIALS LABORATORY • UNIVERSITY OF MISSOURI-COLUMBIA • COLUMBIA, MO 65211 

FUNDED BY 

DEPARTMENT OF ELEMENTARY AND SECONDARY EDUCATION • JEFFERSON CITY, MO 65102 



ISO 



Clerical/Secretarial Supplementary Units 

Teleplijone Techniques 
Basic TeEephcne Techniques 

introduetion 

Communicatinp with others through written and oral communications is necessary 
in 90 percent of all office jobs. In many positions, these communications involve use of 
the telephone. Workers can increase their ability to communicate effectively if they learn 
good listening skills and can apph :hese skills A^hen using the telephone. 

This unit provides information about how to improve listening skills and presents 
the supplies, equipment, and ocedurt- used for good telepl.jne techniques. 



Unit Objectives 

After completion of this unit, you should be able to demonstrate good listening skills 
applied to the use of the telephone. 

Specifx Objectives 

After completion of this unit, you should be able tO: 

1. Route incoming telephone calls. 

2. Handle telephone inquiries. 

3. Ta.ke telephone messages. 

4. Use a telephone directory. 



Are YOU Ready? 

Check the statement which is true for you. 



□ 

I can do the tasks and I 
am ready to do the 
Performance Checklist 



SEE YCUR INSTRUCTOR 



□ 

! want to study the information 
in this unit before doing the 
Performance Checklist. 

TURN THE PAGE 
AND BEGIN 



1 
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A. Terms and Equipment Needed for Handling Incoming 
Telephone Calls 

Terms 

1. Appointment calendar - a desk calendar with spaces where employees write 
notes and reminders about upcoming meetings or everts that are important 

2. Company directory - a listing of a company's departments or personnel and 
their extension number (an employee should become familiar with the names of 
people in the company and what they do) 

3. Determine the "nature" of a call - learning the reason why the caller contacted 
your company (for example, the caller may be requesting information) 

4. Indexing order - an arrangement for names - last name, first name, and middle 
initial - that helps in alphabetizing 

5. "On hold" - the caller is not disconnected but is waiting to speak to someone in 
your company. 





Telephone 



Note Pad 



Company 
Directory 




Appointment 
Calendar 



Message Pad Telephone Index 



Telephone 
Directory 
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B. Steps for Routing incoming Telephone Calls 

1. Organize your vvorl< area. 

2. Assemble equipment. 




Telephone 




Message Pad 



Company 
Directory 



• 



5. Place the telephone in sight and 
within easy reach. 




• 
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4. Locate the incoming call which is 
indicated by a flashing light on 
the telephone. 





6. Use a cheerful voice, speak 
clearly as you give a greeting, 
and tell your company's nanne. 
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• 



10 Push the hold button to place 
the caller on hold (that line 
should continue to flash 
indicating that the caller is on 
hold), then press the appropriate 
extension number. 




ERIC 



195 
7 



11. If there is no answer or you get 
a busy signal, depress the 
flashing button to connect with 
the caller once again. 




12. Ask the caller if he/she would 
mind being placed on hold. 
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18. Hang up your telephone gently. 




DO ACTIVITY SHEET 1 
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Telephone Techniques 

Aetivity Sheet 1 



Directions: Read tine following informction and then act out the situations described on 
the following page. 

Employees who answer the telephone should remember that they represent the 
company. They should try to create the feeling that they care about each caller. This 
"caring" attitude will help callers place more confidence in the employees. 
Giving each caller your full attention by listening carefully makes callers feel welcome. 

A "caring" attitude and good listening sl<ills can be shown over the telephone: 



Courteous Behavior 

1. Accept the interruption. 

2. Answer promptly. 

3. Use the caller's name. 

4. Listen patiently. 

5. Repeat some of the caller's own 
words. 

6. Apologize briefly. 

7. Ask questions. 



How Callers Feel 

Sometimes when calls come, an ernployee 
is not in a good mood because of working 
toward a deadline or simply not feeling 
well. These moods should not become part 
of the phone conversation. Try to put a 
smile on your face for each caller. 

Answering calls within three rings generally 
indicates a professionally run organization. 

This makes the caller feel important. 

Sometimes callers may be unhappy about 
a product. They must get their complaints 
"off their chest." Although the problem is 
not your fault, you must not interrupt. 

The caller will feel that you are 
sympathetic and that you understand the 
problem. 

Sometimes the customer feels that a 
product or service offered by your 
company is not perfect. The words "I'm 
sorry" help to sooth the caller's anger. 

Show your willingness to help the caller. 
Ask the caller for dates, amounts, or other 
information that will help you to fill 
requests or solve problems. 
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Directions: Role play the following situations. Think about how the caller would feel, and 
demonstrate courteous behaviors iisted on the previous page. 

SITUATION 1: 

You are secretary to Mr. Blue, an accountant who specializes in corporate tax matters. A 
prospective client calls about personal tax matters. She requests an appointment with IVIr. 
Blue. You know that Mrs. Eastman handles these matters for your firm. You need to transfer 
the call to Mrs. Eastman's secretary without making the caller feel unwanted. 

SITUATION 2: 

A customer has gotten home with what she thought was a super combo deluxe deep pan 
pizza. She finds when she opens the box that it is sausage pizza. She calls to complain. You 
need to listen to her story, apologize briefly, and keep her good will. 



ERIC 
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C. steps of Procedure for Handling Telephone inquiries 

1. Assemble equipment. 





Telephcr^? 



Message Pad Company Appointment Telephone Index 
Directory Calendar 



2. Organize your work area. 



3. Locate the incoming telephone 
call. (Usually indicated by the 
flashing light.) 




ERIC 



4. Depress the button. 

5. Using a cheerful voice, tell the 
caller the name of your 
company or department and 
vour name. 
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'Trinting and Copying 
Department. This is 
Ivan speaking." 





7. Write down details provided by 
the caller such as dates, 
numbers, names, and 
instructions. 



8. Verify information. 



"The Fort Worth branch office needs 3000 copies of 
our advertising brochure *378. Can you send the 
copies today in order to reach their office 
on Thursday?" 




"Yes, Pat. Now.. .let's see, that's 3000 copies of 
brochure *378 to the Texas branch in Fort Worth 
as soon as possible." 
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D. Steps for Taking Telephone Messages 



1. Assemble equipment. 




2. Organize your work area. 



3. Locate incoming call (usually 
indicated by flashing light). 

4. Depress the flashing button to 
connect the call. 




5. Use a cheerful voice and speak 
clearly as you give a greeting 
and tell your company's name. 
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6. Determine the nature of the 
call. 



"This is Mrs. Castell 
speaking. May I speak with 
Miss Barlow, please." 




7. If the person for whom the call 
is intended is not available, make 
a brief apology. 



'I'm sorry. Miss Barlow is not 
at her desk now." 
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15. Let the caller hang up first; then 
hang up gently. 



16. Deliver the message. 



DO ACTIVITY SHEET 2 
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Activity Slieet 2 

Only one out of every four business calls reaches its destination on the first attennpt because 
it is difficult for business people to be available at their desl<s at all tinnes. Therefore, 
nnessages are an accepted part of the connnnunication process. Four guidelines for taking 
telephone nnessages are: 

1. Use a nnessage fornn. A scrap of paper may get mixed in with other papers or 
lost entirely, in addition, a scrap of paper does not contain guide words to help ' 
you in tal<ing a complete message. 

2. Write the message with great care. Avoid rewriting a message as this increases 
the chance for errors -in transposition or omission. Confirm or repeat names, 
numbers, and messages as you go. You will be sure to hear everything correctly 
by slowing down the conversation. This allows enough time for you to write 
legibly. 

3. Know company policy. IVlany companies prefer that carbon copies be kept for 
the company files. The copies are kept in a spiral-bound book for future 
reference about names, telephone numbers, or other facts. The original only is 
torn out and delivered to the party being called. 

4. Deliver the message promptly. Place the message in a prearranged place on a 
desk or on a telephone message holder. 

Directions: Read the following conversations. Then ask a classmate to play the role of 
"Caller." Complete message forms for the conversations. 

Exercise 1: 

YOU: Good morning. Accounting Department. Miss Mutton's desl<; Ms Jones 
speal<ing. 

Caller: This is Mr. Roberts. Is Miss Mutton in? 

YOU: I'm sorry, Mr. Roberts, Miss Mutton is not at her desk. 

Caller: Well, can you give her a message? 

YOU: I'll be happy to. That's Mr. Roberts in the Sales Department, Extension 
2288? 

Caller: Right! Tell her that I need to speak to her before noon. 

YOU: I see, Mr. Roberts. You want her to call before 12. 
Will she know what the call is about? 

Caller: It's about the Rhoades Construction account. 

You: Yes, Mr. Roberts. Ill ask her to return your call regarding the Rhoades 
Construction account. Is that spelled R-M-O-A-D-E-S? 

Caller: Correct! Thanks. Goodbye. 

YOU: Goodbye, Mr. Roberts. 25 ^-^^ 



Exercise 2: 

YOU: 

Caller: 



YOU: 

Caller: 

YOU: 

Caller: 

YOU: 

Caller- 

YOU: 

Caller: 

YOU: 

Caller- 

YOU: 

Caller: 

YOU: 

Caller: 

YOU: 



ERIC 



Mr Adams' office. Jennifer Smith speaking. 

Yes, This is Mr Montgomery from ABC Corporation. Is Mr. Adams 
around? 

I'm sorry. Mr Adams is in a conference which should be completed in 
about a half hour Can I take a message? 

All right. Tell him that address he needed is: Allen Belle... 

Is that spelled A-L-A-N? 

No. A-L-L-E-N. B-E-U-E. 

Belle with an "e" on the end? 

Right. 2-2-7 Mosely Boulevard. 

2-2-7 M-0-... 

...S-E-L-Y 

Okay. 

Sikeston... Missouri... 65801. 
Zip Code 6-5-8-0-1. 
Right. Thanks. 

Thank you, Mr Montgomery. Til give Mr Adams the message. 

Goodbye. 

Goodbye. 



WHILE YOU WERE OUT 



TO:. 



DATE: 



.TIME:. 



BY." 



r~l Pltaie rttum all 
□ Will all ?gain 



n Telephoned 
n Returned your aSi 



Nime of alter . 
of: 



Phone: _ 
MesHge:. 
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WHILE YOU WERE OUT 



TO:. 



DATE: 



TIME;. 



BY: 



n Pte«c return dH 
□ Win an again 



D Telephoned 
Q Returned your all 



Name of alien, 
of: 



Phone: - 
Message: 
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E. Steps for Using the Telephone Directory 



A telephone directory is divided into several major sections: 
• The inside front cover lists emergency numbers for the cities included in a 



particular directory. 




Emergency 





Fire 


Police 


Rescue 


Ashland 


657-2841 


657-9062 


657-2841 


Boone County Fire 
Protection District 


449-7533 




449-7533 


Centralia City 


682-2131 


682-2132 




Clark 


816 263-8170 




816 263-0095 


Columbia 


911 


911 


911 


Halisvilie 


911 or 449-7533 


696-3838 


911 or 449-7533 


Harrisburg 


911 or 449-7533 


911 or 442-3147 


911 or 449-7533 


Rocheport 


449-7533 


698-3245 


449-7533 


Southern Boone County 
Fire Protection District 


657-2841 




657-2841 


Sturgeon 


687-3310 


442-3147 


449-7533 


University of Missouri 




882-7201 


9 + 911 



The customer guide section includes information about directory assistance, the 
telephone company's business office, repair service, customer rights, bill payments, 
safety, installation and service charges, types of calls, area codes and time zones, and 
international codes. 
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Doing Business 
With Us 



1- 



Instftttttlont, MovM k ChcngM 

For nooft irtformttton About tttrtlng» 
chAOQlog or moving your ttitpr^oo* 
t4rvlo« or to obtiJn dfttilt about your 
t*l«phon« rigmt and rtsponttt>(Utie«. ctl 
th« appropriate numbar iltttd balow: 

AsMand. Columbia* HaUtvfii*. 

Harrltburg. Rochaport 
Ra«kiMX» a7&0656 
Butmtaa 8764699 

Cantraiia. CUrfc. Sturgeon 
Raaidanc« 1 + 8764666 

Buamaca 1+8764699 

Oureuttcfncr ropresantat^ts wW ba 
happy to axpUln tba typaa of tarvlct 
avaAabla. inataSation and tarvk:* 
chargas. rataa and othar oanaral 



Phona bMa ara mtMd onoo a month. 
Your customar rapraaant^tlvt wM tai 
you wt>an you can axptd your bM. Tba 
Utta inctuda a complata Hating of ragular 
aarvtc* durgaa. aquipmant rantal faaa 
and Itamlzad Intra-UTA long dlatanoa 
caOa. (Saa tNa diractor/a taction on 
long diatanca caiung witMn your LATA.) 

Rtptir 

Qot a probtam wtth your pftona? Hars 
aro aon)a tlpo on }^ to datarmina tba 
cauaa: 

1. Unphig your phona and mova tt to 
anothar Jack In your homa. tf N 

a 



25 



2. Chacfc tba connactlon on your 
modular Jack and maka aura h'a 
ftrmfy fastened to the waM. 

3. if you have dial tone but auipact 
your pfK>na Isn't ringing, check »t 
out by asking a friend to make a 
taatcal. 

4. tf you can't klantify the problem 
through atepa 1 and 2, the trouble 
may ba our phone networic. 
That'a the time to caU our repair 
office fit the appropriate 24'^>our 
number listed bek>w: 



Aahland. Columbia. 
HaHsvifle. Rocheport 



8764600 



CentreHa. Oartc. Sturoeon 



r 



The white paces are an alphabetical listing of businesses and people with listed numbers. 




TMg|tl|ttlftf« 17RMtCil(0f.. 
TMrTiw l*C 2100 CMw7 
T«m<ilCtarW! fi KMtt* 

7S79STQm«»WiR4 

TOWViCOmeYUmRY M0f<T.449-X5C 
X9m*k CowKry FmiKuI Srrnct 

T912I.700fIt 474.2270 

TOWX 4 C(H'«TIIY URES 



TiivmAN 106 T)Mt;e«*»ii Of .-^445.J069 

Tr* NtJoiM^^Kt S»<tlttttf« TrtrCt — 442'7M7 

Trltt. nantA 4201$8m»»M4Uttlt«. .^445<i0l4 
Trlilrri; ^'OttrnfmC* Rn*.^^ . ,, _ . . 41>-i57l 



-412-472$ 

.474-2270 



4m S BnrtkwM4 liit M 

Tr«)k<RM«rO S&SSSltttN 



TOWR 4 tmini SNOES-f ACTOIY 

STORC 1500 1. 70 Of SW-, „ 4'7-4490 

Tm&CMrftyT«At&S»*t 7112l'70DrSt •^74.2270 
T>wwef Co»«M>K<ltc«»SmtfKi~.^.^...->i«.^»874«3ll9 
TOWVER COMMURICATIONS SYrnMS 

3107Cf<niMM«cwtw<y ^ 4«i.i*^^^ 

T»«<t»'.'»c*»* Kit 5 «.^44J-7770 

Xrmntnc^Q 2110 S«««rMlt ^ 4^2-^77^ 

T**iiMf^^'«T<'CI<wtk) 7UEUktO ...^^445'Un 

r««nff»tfH4rryW 4lOSU'n«Lll ^„ ^474'67M 

Ttvnttft^ ;»ImFMO 

Sf<t Mf44Mt«nk$<**<Kn^M*K«_^M2'1121 
M« l.in«rr Oal - , yfty-*^*l 



TrWiftniflJ 4414M4^ta0r.«. 

Trt£<|Co«e«4t 78S2NM«tW 

TrticyjMfOei 307WBnir«^U^ 



TrmtrrUxrtr lSO«UktOf Tk«WM«l. 

Trtitlrrkbrtr V<**vrr f<rk V>f 

Trt<Mr70r««nM««(>lMtnulltrTf«wc..^ 

C«v«r«i*««t Idttnul JtrrtAwt Smnt 
TrtrHII«AK<«««tAt$«« 2100Ct4«y^ 

TcHwrL 220Ap*lcTr««Ci 1_ 

rrtfiUMAnr 2401wetf«v_ 



TrrfH4«»<lt<rtli 700NCirtkAv 

TtmifX 1714f*flrf St—— 

TrtflU«H'lC«ra«« RR 1 Htnn^f 

Ttv^tMtyAE RR4. 



X»imtit4Vttt 6221 WtUwly-^...^. 
r«»1«riUirMI 704 0of - ' 



XtmWiUijM 704 0«wtfTA* 44 VMM 

T«yC»w«<l'0«ntf 601 S«lL»«»70W 442* 15M 

r«|C«wKCttMrw fofw«Sk69(W)fCtiitrf^ 874- 1620 



^44}.62SS . . 

.449.68): Trr«*Ht<ir]rH 180lWW«rttT. 

.44>5U0 TrrflMfpMCAryL 112Sjippw 

»44S'3CS9 TrtMKiy 321 S«(AilC«wt^, 

.445*1184 Trt«itR4rR 4137 8((laM Of . 



— S>c9o»iZ 

TtyJtfMmyO 2301 frvwMt Or— 
TtitwMm&OjrW 3001MftotfyLJi. 
Tr«b«tCJ>imi&M<nr RR 1» 



Trttetll/fT&Ottb^ 1901 0<rtmo«lh « 

Tr«»n TMelhy >109 f io«w Or 

Xrtb-HlMdktm 6707 E littk Vil«« Or. 

XmiOtrm^M RR 1 Kirtttgr* 

TrlCyJN n^w.ttKv^M 
TmrM ll)8lMM St.. 
TrlCyME 11)8««(M. 



TfJcyUirwwt 105 AMtJki* 



„44S<4247 
-445./OO8 
-657-9246 
. 445^5019 
.-.474*9871 

474.4069 

474*6)79 

. ..657*2489 
- .875-0945 
442*5748 
445-2647 
442*5443 



TrtfllUACnc ntMin'^Xrtrn^ 
XrtiM^mPtii 1026^iw«r1iDf.. 
TrmSltTt 519 H 



-445*7529 
-442*2426 
-443*3805 
-875*2027 
-445*1861 
-443*7545 
-445*2453 
-474.5217 
-474.5S74 
-442-8119 



-874.0641 
-442*2374. 
-445*9341 
^445*7448 
-445*2379 
-874.5976 
-442*7061 
-442*0417 
-874.5823 
-445*6182 
-445*6023 
-445*5883 
-474*4312 
-445*4149 



TrtMArthur 1603^li^M 
Xinlttftii 1 
Tri*AMn)Ht»Xll$trnc*_ 



,.-.875*5596 
^449*7173 

44**0976 

44 <6244 

— 657 920S 

- .87'i-4600 

TRl*<OMIridwllr)«LrO 2101 V«fi«»rf Of... '.4*1471 
Xri.H0H*M4tti 2300trffU<(Ut0f— .».*4S*1292 

Tri-Ooltl 722WS*itMR4 442*1756 

iRI-STATC FOOfiS IRC 916 TM«r A...^:.:3ft2 

TRI STATk MIS CO $H ihtf CerpMitKMi 

TraIC«4r9«r V)2« M*» UU.._— _..-_^445*4295 
TriillwdM 600 M pMwtfNM R4 — . 445*6680 



TQT-TKl 157 



TROPICAL HAIR FASHrORS 

1400NC4rtii 

Treo<>lli9wtvr> l*C 12 S 7I1U. 
TrelkSJ- 



TrMlrrJeViH 1001 VmAt^.., 

TrMtBti«>im«<H4S<nM 23108Wf8M- 
TrMlL 105R(4m«94R4.. 



.442*0(M 

►.'M 2- 8098 
„ 443*7033 
-874*0555 
874.3286 

- ,.442'5747 

TrMinMSS 1303AtM«MR4 ,443*5222 

TrMtntrCirWM&lrMi 4381 84M6adt«Cl-.445'89t0 

Tr9«lflrrO<v*tfC 402C4i(«»94 A* 449*2154 

Trovtl M«My R & Rmccj 
;330EC««r TrftUKjrttb^ri..-.-^ 657*2239 

TrMtlS«»tfr 17l4W«tmf1 874.2524 

TrevrrCkmtl Hv9h«tHH ».«..875*3690 



Tr»wtrS«r<L 510Hi^$t 

Tr»wtrV 4500 OU V*««Or«-.^ 
Tr«iHJ«lw 5506Arreww«o4 0f..-. 
TrettlARUrt 3300 Nt«Kj*MR< 
TreiCrk 1609 C««t»««<l Of 
Tr«rt(LK 3601 W SirfArtrtt 
Trvekfood G«ai J My 



„ 874.3907 

474.^627 

474.9674 

. 443*7770 

474*7009 
—^474.6692 



90ie8«« _ _ 

Rni««iK( l085SCICM»«rTtlAf.v.. ..... 



.443*3141 

442-8302 

Trvtblo«4.;««&R(tta C«>4<flWMmJV)t^ 657*9040 



TrMtoYlCtartfUPlrrfit 1808 flflbM bf .^874*7132 

Trb4tJ(lf 84«ryVl4 0f 443*4495 

Trwtl0p«| 1800CPr«tk«rinl«R4»o. ...442*5334 

TrwuS4«<IU* 700NC4flliA»-....,„ 449 8795 

TraaoJM 205Spf«A9V«lnR<-.- ^.—...^874*5164 
TrvtMKlutlJ 350SW(UM>dOf . . 445*8074 
TrHff<6«840 1O05 Rltjt iMt....^ ..442-6724 



Trvm»QG«f4o<i 10513^ StrttMtyCr 
TrwnMJrffy CohMMH 1V».^ 
Xfvnb9Mm l4l5CW«W/t . 
Trwn6oKim 3209 M(iK« Cf 

TrwntoOOJr 2520l«om- 



TrwnMSucT 2607 C«t(»««4 Or .....^ ^ 

TrwnbowtfeJ&Cfl 2417 Of . 

Trwi6owtfW«amC 201 C^iM.— n-.^ 
TnimMwrf Wtfam 0 MO 
1502Ct4wy. 



R»V4««K* 24l7 8(Kinp>fw0f > 
If N«AM«rr04l- 



474*4613 
».449-8239 
,.449-3669 
^474.2679 
,»474-»39« 
-474-6367 
-474.2607 
-445-5541 
442-0837 

—.— 443*0449 

^ 445*4243 

875*4545 

— .,074*3456 
.^^442.8359 



• The yellow pages present an alphabetical listing of businesses only. The list is 
arranged by subject or topic. 



listlatloi-liarmi 12S 



) 

1&26>7766 




ULL- 

,..'H5.9421 
,.874-3030 



itiM Co 
..449-4704 

..642-7061 

..Sai-4272 

..687-3916 

lOf 



niL IWUTIOH CO 

TEEL INSULATION 
RESIDENTIAL & COMMERCiAL 

• NEW CONSTRUCTION & 
OLDER HOMES 

• BAHING & BLOWN INSUIATION 
CEUULOSE OR FIBERGLASS 

OVER 30 YEARS EXPERIENCE 
FREE ESTIMATES 
eiEMBER HOME BL0R8. 
ASSOC. OF COLUMBIA 
1203 LendoA Or 443-60S4 



Insulation Mat«fialt-Co!d 
&H«at 

All Wcitlitr iMuUtion Iac 
210St JifflM 874-3030 

lomx cownmiiuico 

2 WiyRa^le For FiUOcrivr? 
llOORoom 44f-t2SI 

UAUa WftYCO 

COMPLETE 
INSULATION SUPPLIES 
CALCIUM FIBER GLASS 

SIUCATE TAPES 
CEMENTS ADHESIVE 
MINERAL WOOL 

1516Wyo«h»g 442-1171 



CAUOU MATttUL 4 tumv 



Insulation f laterki2f-Cotd 

& Hoat— (Cont'd) 
MAmunitt ttjiss msuuTioii 

Manville 

iM«ttr A ummtf 

• rid hftt «i iiit«i«tiMi 

Ur CtAAft, tit»\ 4 ItMn 

• 0i4ib<y f*f »Ytr 1 Cf« ft 

"HiH tSmHMATtON CAW 

iNSTAUlNC a>NTK,iCrOHS 
AtkiM Corporit'^ 

imwilkes 8M 874-8000 

DtSritCTvPftCE 
M«AvllltCorpor4tiMi 
129?90cef Creek CtnyonRd 
UttletMiCO 303978-3722 

Teel IimiUtloiiCe 

1203LoiK}MDr 443*8084 

WATXm rAU. COMfAXY 

104 Orr 44»-mi 

Insuraneo 

A.LWlUAtlt inCWtlrtut... 449-2778 

kkk ALTOMOMJ aut nnt-msuRAKCt 

iXCMAXtt 



Insuvanco— (Conf d) 

UJtk Ufl 4 CA JUUTI 



*'AttM. 
I'M 0*4 
t Utt Y4." 



£MlKClSCYCUIM5UyiC?. 
AelM Life & Casualty KjrtfofdCT 
TollFree*Ourr&T)iM 
....800 243-2390 

WarNnd-eUjrIock AndAttocUtes Inc 
601£Bd«y .....449-2446 



Ato ntsuf &xcr~ 

BtfiinfU 



Inooranc* 

yoHsnHi'icurAur 



!nijr«nce Group tnc 
llOUJdwy .875-4800 
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The appendix can include nnaps of the cities serviced by a particular directory. 



YOUR COLUMBIA Di'^ECTORY 
NOW INCLUDES THE WHITE 




The inside back cover provides space for writing frequently called nunnbers. 
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To locate the telephone number of a person or business, follow these steps: 



1. Gather the necessary supplies 
(note pad, pencil and telephone 
directory). 



2. Determine the exact name of 
the person or business you must 
contact. 




NOTE: Study the following list Abbreviation Correct Spelling 



of abbreviations and the 


Chas. 


Charles 


corresponding list of names 


Danl. 


Daniel 


which are spelled out in full. 


Edw. 


Edward 


Ceo. 


George 




Jas. 


James 




Jos. 


Joseph 




Robt. 


Robert 




Thos. 


Thomas 




wm. 


William 
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5. Determine the indexing order of 
the name or title. 

4. Write down the person's last 
name, first name, and initial. 

Example: Maymie Lewis Alias 




5. Write down the title of a 
company as it appears unless a 
name is part of the title. 

Example: Baker.*; Finer Foods 




6. When a name is part of the title 
of a company, write down the 
person's last name, first name, 
and initial. Continue writing out 
the remainder of the title. 

Example: T.J. Barks' Bargain 
Store 
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7. Turn to the white pages of the 
telephone directory and look for 
the guide words at the top of 
the pages, 

8. Determine if the name you are 
searching for will fit between 
these guide words. 




LohmmWSsftl6Pvryv«ilto — 

lohrcs Paul Rev AKtrturg 

LorcnzAmoidEffonna — 

LomizChcnilttl Ffote: 

LoremDeanftiifrofra.— 

LortnzDcURtlftcft^ — 

UftfU Doyle Rtl 116A • 

loreca EjtIHf vnr • 

LortfJzEdw Rtl • 



.824-5236 
-824-5936 
824-5519 
824-5826 
824-5826 
824-5651 
824-5532 
824-S824 
824-5790 
824-S729 
824-582S 
824-5636 
824-5694 
824-5459 
824-5706 
324-5758 
824-5700 
824-5590 
?^4.S8M 



Look through the alphabetical 
listing of the page with the 
most appropriate guide words 
until the name or title is found. 



Albert - Amick 

Albert James 33^-7397 

Albrecht Kenneth 335-4558 

Aldridge Daniel 334-5977 

Aldrldge Supplies 335-1109 

Alexander Stacy 335-1888 

Allen Lonnie ...^ 335-3887 

Allen Richard 651-7072 

^S^Alles Maymie L 335-1366 

Alma Larry o 651-6599 

Aipers David 651-4418 



10. Write down the correct 
telephone number from the 
directory. 



Alics /\yri/e L 
335-/3^^ 
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TO locate inrormation about a particular product or service listed in the yellow 
pages, follow these steps: 



1. Gather the necessary supplies, 
(telephone directory, pencil, note 
pad) 




2. Determine the topic for which 
you seei< information or service. 

Example: If your office needs 
to have additional stationery 
printed, the appropriate 
topic might be "Printers." 
Also consider other headings 
which could be checked. 

WOTE: Locate the yellow 
pages index if it is available. 



mm 



Quickprint 

Missouri V 



The Best Because We Care! 

• Letterheads • Involcct 

• Brochuret • FIycr» 



Printer* 

A 4 e Attocatft 

1907N^o«MMCt I 

ACanTmSSMC 120S9th...4 

OwrNjcwS^nU All 
e«e4 ^iMtAf S9«<UlUts 

S2MS(CiurlftR< 4 

<S«f A4««1t|»"H^ On N4it f «• 
l&MmC rUHISMNK CO 
Wftt Of f ttt ^iMiftt-Ad^tltMii 
AndUjilMMS««€l«liUs 

412Hii)iB«oATtilf 1141 

ero«kt BillPmrtUi UniU 

120Sa(h - < 

CAlfyuS MM 4 COf T CUm 

406S9th 4 

COlUlinA HK1TWC W 

JOHNC<XS0N-0VWCF 
COMMERCIAL PRtNKN 
IMPRINTING 
0<£ CUTTING ■ EMBOSSi 

weoojng invitation 
mc 'A/«xi*4c Afi aont OCX 

409eW«l«A 4^ 



4046*1 8<v tlt« 4 

<S«f A#»»<ttV»mtflt On Ktit ^A* 
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3. Look for the heading "Printers" 
and seiect the business or 
businesses you wish to cali. 
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PROFESSIONAL PRINTING 
DESIGN . UYOUT • ARTWORK • TYPESETHNG 
LETTERPRESS • OFFSCT - SCREEN PRINTING 

104 S High Jackson 243>2170 



COMMEftCiAL MAILING AKD fmmr 



'FAST COPY SERVICE' 
B0NDC0PtERl&2 SIDES 
LARGE & SMALL JOBS WELCOME 
LEGAL BRIC^ SPECIAKSTS 
ALL TYPES OF PRINTING 
PIUS DIRECT MAIL ADVERTISING 

ASK ABOUT SPECIAL MONTHLY RATES 
COMMERCIAL MAILING AND 
PRINTING IIBNMKfcfe 334-7048 




SEMO Printing Co 

1225 Old Cape Rd 

.Signal The 113 S Main Chaff e< 
^PEE-O-PRINT 433 Broadway 
★FOR MORF. INFOR 
See Advertisement T 
Teief orms Co 650 Flint HHI Ro 

Printers-Continuous 8 
Form 

Moore Business Forms Inc 

1 Ensign Girardot PI 

NCR Corporation 2357 Rust A 

PRINTERS-SCREEN & SERI 
Screen Printing 

PRINTING EQUIPMENT & 
SCREEN-See Screen Prin 
Equipment & Supplies 



4. Write down the telephone 
numbers and names of the 
businesses. 

5. Make the calls or turn the 
Information over to the person 
requesting it. 




DO SKILL SHEET 1 
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Telephone Techniques 

Skill Sheet 1 



Directions: Rewrite the following names giving last name, first name, and middle initial. 
Spell out all abbreviations. 

1. Geo. K. Abscher : 

2. Thos. S. Allen 

3. Jas. L. Alderman 

4. Ctias. 0. Baker 

5. Edw. R. Barks 

6. Wm. S. Barton 

7. Danl. M. Beard 



Directions: Use your local telephone directory to find a telephone number for each of 
the following situations. 

8. A secretary needs to check the prices of desks for her office. What topic 

should she look under? 

What guide-words are at the top of the correct page in the directory? 



What is the name of one business she should call? 
What is the telephone number? 



9. Your employer needs a letter delivered within 24 hours. What topic would you 
look under in your directory? 



List the names and telephone numbers of at least tvi businesses which provide 
such a service, 

BUSINESS TELEPHONE NUMBER 
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unit Review 



Directions: Provide tiie best answer for each question. 

1. An incoming telepfione call is indicated by: 

a. a flashing red light 

b. a flashing yellow light 

c. a red light 

d. a yellow light 

2. What is meant by the phrase "answer promptly"? 



Which phrase is a greeting? 

a. "Ivan speaking." 

b. "This is Mrs. Castell speaking." 

c. "Good afternoon." 

Restating and/or spelling names over the telephone is known as: 

a. verifying names 

b. confirming data 

List four of the seven parts of a telephone directory. 

a. . 

b. 

c. 

d. 



Write the spellings for tnese abbreviations. 

a. Wm. 

b. Jos. 

c. Chas. 



7. List three ways that a receptionist can demonstrate that he or she has been 
listening carefully to the caller. 

a. 

b. 

c. 

221 
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Directions: circle the best responses to the following questions. 

8. Which names are in correct indexing order? 

a. Farmer E.K. 

b. Faust Machine Company 

c. William Finch 

d. Screen Arts Incorporated 

e. Schlitt Charles Insurance 

f. Save-A-Lot 

g. Mrs. Lila Schwab 

9. Which of these last names would be found on a page with the guide words 
"Pruitt-Ramp"? 

a. Quade 

b. Pry 

c. Radiator Service 

d. Richards 

e. Rader 

f. Ratliff 



10. In your local telephone directory, the telephone number for the park 
department for your city or county is: 
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11. study the conversation below. Assume that you are the secretary. Write a 
note to yourself that includes all of the information you will need In order to 
complete the request. 



secretary 

Good morning. Mr. West's office. 



I'm sorry, Mrs. Andrews, Mr. West is not 
available now. This Is Susan Hall, his 
secretary. Could I take a message? 



I see Mrs. Andrews. That's the meeting 
with the computer consultant. 



Yes, Mrs. Andrews. I was working on that 
folder just now, and the equipment list is 
right here. 



Of course, Mrs. Andrews. 
You're welcome. 
Goodbye, Mrs. Andrews. 



Caller 



This is Mrs. Andrews in the accounting 
department. May I speak with Mr. West? 



Well, no. I really wanted to talk to him 
about our meeting Thursday afternoon. 



That's right! Maybe you could help me. I 
need a copy of the equipment list that the 
consultant left with Mr. West. 



Good. Can you put a copy of it in the 
company mail for me today? 

All right! Thanks, Susan. 

Goodbye. 
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TO:. 



DATE: . 



BY: 



n Please return all 
□ Will all agjin 



Name of alien . 
of: 



Phone: 



Message: . 



TIME:.- 



I I Telephoned 
r~l Returned your all 
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Telephone Techniques 

Performance Checklist 



student 



has successfully performed the following steps of procedure. 



TPlpnhnnp Tprhnlniipc 

f^lC|JllwilC f CUf If ll^UC^ 




Nn 


LUiTllTlclllo 


1. Identified and assembled ecjuipment 








2. Located the incoming call 








3. Pressed the button for the line with the incoming call 








4. Answered before the third ring 








5. Used a cheerful voice 








6. Used clear speech 








7. Listened to the reason for the call 








8. Transferred calls bv: 








finding the appropriate extension number 








stating the extension number to the caller 








dialing the extension number 








placing the caller on hold if necessary 








checking back with the caller within 60 seconds 








telling the extension that a call is being transferred 








9. Handled inquiries bV: 








writing down details such as dates 








verifying spelling of names 








confirming information 








asking for further details 








confirming agreements 








10. Took telephone message by filling in message form 
completely with: 








name of person to receive the message 








date and time of call 








name of caller 








phone number of cal.er 








action desired 








key information of message 








initials of person taking the message 








11. Ended conversation pleasantly 








12. Allowed the caller to hang up first 








13. Replaced the receiver 








14. Delivered any messages 









• 



Satisfactory - Should Move On □ 
Repeat This Unit □ 



Student Signature/Date 



Instructor Signature/Date 
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using Basic Business Math 

Introduction 

The ability to use electronic calculators is required for most entry-level 
clerical/secretarial jobs. Using the touch system, operating the 10 numeric keys and some 
of the function keys without having to look at the keyboard constantly, saves time. For 
example, the operator can point to a math problem with one hand and enter the numbers 
on the calculator with the other hand. By not having to look away from the paper, the 
operator does not lose his or her place when working with several numbers. 

This unit will introduce the touch system, the numeric keys, and several function 
keys. The unit will also show you how to compute subtotals, totals, percentages, and 
discounts. 



Unit Objective 

After completion of this unit, you should be able to solve business math problems using 
the touch system on an electronic calculator. 

Specific Objectives 

After completion of this unit, you should be able tO: 

1. Use the electronic calculator to compute addition, subtraction, and 
multiplication subtotals or totals. 

2. Use the electronic calculator to calculate percentages. 
5. Use the electronic calculator to calculate discounts. 



Are YOU Ready? 

Check the statement which is true for you. 



□ 

I want to study the information 
in this unit before doing the 
Performance Checl<list. 

TURM TO NEXT PAGE 
AND BEGIN 



□ 

I can do the above tasl<s and I 
am ready to do the 
Performance Checklist. 

SEE YOUR INSTRUCTOR 
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A. Terms and Equipment for Business Math 
Terms 

1. Clear key - tap the clear key before each new problem. 

2. Function keys - keys such as addition, subtraction, subtotal, total, and equal. 
When these keys are pressed, the calculator will automatically carry out the 
arithmetic operation. 

3. Home row keys - the numeric keys of 4. 5. and 6. These keys may be a different 
shade or color, may be shaped differently than other keys, or perhaps only the 
5 has a raised dot. These differing designs help the operator feel that the hand 
is in the correct position. 



Equipment 




Calculator 



Tape 
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Parts of the Electronic Keyboard 



l< Equals 








1 Times 




% 


X 

,a — ' 


1 Clear Entry 








A. Paper Tape 




tU BHIHilil ) 



S/4 



OECIMAL 



ON OFP_ 



L. Clear ^-@[±] ' Hill 



•t-F023« 



6 



rniDS 



CLECTRONtC CALCULATOR 



H. 



Minus 



+ 



MT 



[ms 



B On/Off Switch 
.Q Display 



Q Paper Advance 
E Subtotal 



p Memory Keys 



G. Total 
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B. Steps for Computing Subtotals and Totals Featuring Addition 



1. Clear your work area. 

2. Assemble equipment and 
supplies. 





Clerical/Secretarial Supplementary Units 

Using Basic Business Math 



6. Select the printing function. 




7. Set the decimal selector at 0 for 
the problems presented here. 



DECIMAL 



+F0 2 3 4 



8. Clear the machine by pressing 
the total key. 




231 



9. Place your first three fingers on'the middle row of 4, 5, and 6. 




10. If you are right handed, tap the 
4 key with the first finger; the 5 
key with the second finger; and 
the 6 key with the third finger. 
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11. The display will show the 
numbers as you press them. 




12. Tap the clear key (CD if the 
display shows that you entered 
an incorrect number. Press the 
correct number l<eys. 



C 



Left Hand 
(fourth finger) 




Right Hand 
(thumb) 




13. Tap the plus key with the thumb 
if you are left handed; use the 
fourth finger if you are right 
handed. 



^^^^ 
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14. Check to see if the paper tape 
shows the correct entry. 




15. Tap the 7, 4, and 1 keys. 



\ Left Hand 




16. Tap the key. The display 
shovvs the subtotal. 



The paper tape shows: 
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17. Tap the 8, 5, and 2 keys. 



Left Hand 




\ Right Hand 



18. Tap the "+" key. The display 
shows the subtotal. 




19. Print subtotals, if instructed, by 
pressing the subtotal key. 



0 



The paper tape shows: 



4 5 6 * + 

7 4 1 • 

8 5 2 • + 

21 0 4 9 ^ « 



11 



20. Tap the 9, 6, and 3 keys. 




Right Hand / 



21. Tap the key. The display 
shows the subtotal as: 



The paper tape shows: 



I I i_ 



4 5 6 


• + 


7 4 1 


• + 


8 5 2 


• + 


2, 0 4 9 




9 6 5 


• + 



22. Tap the 1, 0, and 9 keys. 



erJc 



Left Hand 



12 
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23. Tap the "-f " key. The display 
shows a subtotal of: 



The. paper tape shows: 




4 5 6 • + 

7 4 1 • + 

8 5 2 • + 

9 6 5 • + 
1 0 9 • + 



24. Tap the total key. 




Right Hand 
(fourth finger) 



/Left Hand 
(thumb) 



25. The display again shows: 



The paper tape shows: 



I Zi 
I l_ 
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4 5 6 e + 

7 4 1 • + 

8 5 2 • + 
2. 0 4 9 • 0 

9 6 5 • + 
1 0 9 • + 

^ 1 2 1 • * 



26. Compare the paper tape with 
the assignment to verify 
whether the correct numbers 
and function l<eYS were entered. 

WOTE: Place a check mark on 
the tape as you verify each 
number. 



Add: 456 


v^a 5 6 « + 




741 


\/7 4 1 • + 






/6 5 « • + 




963 


2, 0 4 9 • ^ 




109 






9 6 5 • + 






/ 1 0 9 * + 






^ 1 2 1 • * 





27. Record the answer. 




DO SKILL SHEETS 1 AND 2 
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usinn Basic Business Matli 

Skill Sheet 1 



Directions: Label the parts of the electronic keyboard below. Choose from these terms: 
Paper Tape Display On/Off Switch Paper Advance Memory Keys 
Minus Total Clear Clear Entry Equals Times Subtotal 



K. 
J. 



ERIC 



B. 
C. 



PRINTER SM DECIMAL^ 

(1. HIIIIIIIII ) fl ' illilllli'i I (1' IllllPIIHl 1 PR - 



OM OFF +f02J4 



£]E] SHBr^ 
10 BBS 

~o~^[oo]|~r] 



CE 



ELECTRONIC CALCULATOR 



H. 



+ 



A 



MT 



MS 



M = 



-D. 

E. 
F. 
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using Basic Business Math 

Skill Sheet 2 



Directions: Complete the following exercises by using an electronic calculator. 

I. Follow the "Steps for Computing Subtotals (ST) and Totals (T) Featuring 
Addition" to answer these problems. 



A. B. C. D. 

456 987 789 102 

852 951 456 100 

755 963 753 156 

ST ST ST ST 

85,200 345 900 555 

4,111 300 471 882 

1,033 989 915 645 

T T T T 



II. Move the decimal selector to the "2" setting. Reid the following problems and 
enter the answers in the spaces provided. 

a. Five items of office supplies are 
priced at $6, $3.81, $.72, $12.99, 
and $3.76 respectively. What is 
the total cost of these items? 



b. Calculate the amounts shown on 
the deposit slip and enter the 
total amount to be deposited. 



240 



CASH 


CURRENCY 




00 




COIN 


$ t 






lts% III 

SO' 


IKS MMAt 


IS 








/;? 


30 


n 




If 


<? 




80-105/815 


rOTAlfROMOniCRStOC 








TOTAL 






USE OTHER sine FOR 
ADDITIONAL LISTING 


1 1 SS CASH Kl CLIV£t) 








NET DEPOSIT 






BE SURE EACH ITEM IS 
PROPERLV ENDDP5E0 
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C, steps for Computing Subtotals and Totals Featuring 
Subtraction 



1. Clear your work area. 

2. Assemble equipment and 
supplies. 



{-j^ 

0S [DBS 
EilH HSS 

S0 mam 




Printpr/n!-r)!ay Calculator 



Pen or Pencil 



$15.00 

- 1.00 

- 3.98 

- 4.00 



Problem 



3. Set ':he decimai selectoi at 2 for 
tiie following problems. 



DECIMAL 




FO 2 34 



ERIC 
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4. Turn on the calculator and 
select the printing function. 



5. Place the assignment to the left 
of the calculator and turn the 
calculator slightly to the right if 
yc-j are right handed. 



6. Clear the nnachine using the 
total i<ey. 




24.2 

20 
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Using Basic Business Math 



7. Tap these keys.- 1, 5, decimal, 
and plus. 



The tape will show.- 




1 5- 00+ 



8. Tap these keys.- 1, 
decimal, and minus. 



The tape will show.- 



n 



R 



/or 



1 5-00+ 
1 -00- 



The display shows a 
subtotal of: 



I U 
I I 



9. Tap these keys.- 3, 
decimal, 9, 8, 



The tape will show: 



and minus. 



ERIC 



1 5*00+ 
1 -00- 
3-98- 
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The display shows a 
subtotal of: 



LI . I_l [ 



10. Tap these keys: 4, The tape will show: The display shows a 

decimal, and minus. subtotal of: 




1 5«00+ 
1 -00- 

3- 98- 

4- 00- 



□ . l_J in 



11. Tap the total key. 



The tape shows: 




12. Compare the tape with the 
assignment to determine 
whether the correct numbers 
and functions were entered. 
Record the answer on the 
assignment sheet. 



o DO SKILL SHEET 3 

ERIC 
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Using Basic Business Math 



O using Basic Business Math 

Skill Sheet 3 



Directions: Complete the following exercises by using an electronic calculator. 

i. Follow the "Steps for Subtotals and Totals Featuring Subtraction" to compute 
the answers to these problems. 



A. B. C. D. E. 

1,331.16 868.35 720.01 9S.23 568.19 

-127.22 -11.42 -30.00 -4.25 -34.86 

-158.00 -20.00 -20.00 -30.00 -2.55 

-123.36 -9.63 -30.17 -15.71 -27.35 



• 



II. Addition and Subtraction. Use the plus function key when entering tht ^aiance 
brought forward and the amount deposited. Use the minus function l<ey to 
subtract the amount of the check. 

A. B. C. 

Balance Brought Forward 51.34 540.50 979.00 
Amount Deposited 1,704.31 500.00 225.00 

ST ST ST 

Amount This Check 447.66 87.53 46.30 



Balance Carried Fon/i/ard: 



D. 

Balance Brought Forward 616.23 
Amount Deposited 2,580.65 

ST 

Amount This Check 38.27 
Balance Carried Forward: 



245 
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using Basic Business Math 



D. Steps for Computing subtotals and Totals Featuring 
Multiplication 

1. Clear work area. 

2. Assc Tible equipment and 
supplies. 




3. Turn on the calculator and 
select the printing function. 




• 


Ililiii! 


Illllllllllll 




^ . 



ON OFF 
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4. Move the decimal selector to 
the 0 setting for the following 
problem. 



DECIMAL 




FO 2 34 



5. Clear the machine using the 
total key. 




6. Place the assignment to the left 
of the calculator if you are right 
handed. 




Problem: 



ERIC 
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using Basic Business Math 



• 



7. Tap the 1 and 2 keys 
and the multiplication 
(times) key. 



The display shows: 



The tape shows: 



9 



or 



n n 
u u 



0 

12'X 



8. Tap the 1 and 8 keys The tape shows: 
and the M±. 



1 ? • X 

1 S • r 



The display shows: 



The subtotal is: 



1 


2 


* X 


1 


0 




2 1 


6 





rn _j I c 

Ml i_ I u . 



ERIC 
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9. Tap these keys 
individually. 



The tape shows: 



The new subtotal is: 



8 



c 

1 2 • X 

1 0 • = 

2 1 6 • ¥ 

3 2.x 

e • = 

2 5 e • ? 



2 5 6 f ? 



The display shows.- 



Ill C 



:i L 



10. Tap the nnemory total key. 



Both the tape and display show 
a total of: 




o DO SKILL SHEET 4 

ERIC 
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Using Basic Business Math 

Skill Sheet 4 



Directions: Follow the "Steps for Computing Subtotals and Totals Featuring Multiplication" 
to compute thie answers to thiese problems. Multiply the amount in the "Quantity" column 
times the "Unit Price." The subtotals should be entered in the coiumn marl<ed "Extension." 
Enter the Memory Total in the area marked "Invoice Total." 



A. 



Quantity 


Catalog iMo. 


Description 


Unit Price 


Extension 


1 

12 
6 


5 B 59301 
3 B 5984 
3 B 5981 


Intsgrt'd Phone System 
Outgoing Tape 
Incoming Tape 


169.99 
4.99 
4.99 








invoice 
Total 




B 

Quantity Catalog No. Description | Unit Price Extension 

3 9 B 83633 Surge Suppressor 39.99 

2 9 B 83193 Security Switch 24.99 

2 9 B 83194 Wall Outlet Sensor Timer 12.99 



Invoice 
Total 



ERIC 
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Using Basic Business Math 



E. Steps for Calculating percentages 



Move the 5/4 button to On if 
the instructions indicate for the 
answers to the problems to be 
rounded up. 




2. Move the decimal selector to 
the 2 setting if the answer is to 
be rounded up to 2 decimal 
places. 



DECIMAL 



FO 2 34 




4. Press the total key to clear the 
machine. 



5. Place the assignment to the left 
of the calculator and turn the 
calculator slightly to the right if 
you are right handed. 




Tap these keys individually: 
108.17 X 4% 



ERIC 



108.17x4% 
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7. Compar e your tape with the 
following: 



1 0 8 • 1 7 X 
4 • C C ^ 



8. Record the answer. 



0 




ERIC 
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F. Steps for Calculating Discounts 



1 Turn on the calculator and 
select the printing function. 




2. Move the decimal selector to 
the 2 setting. 



DECIMAL 



7 



-h FO 2 3 4 



3. Press the total key to clear the 
machine. 




ERIC 
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5. Tap these keys individually: 
124.99 X 20% 



124.99 X 20% 



6. Compare your tape with the 




C 


example shown here. 




• 9 9 X 




2 0 


• 0 0% 




2 5 


• CO* 



36 
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• 



7. The amount of the discount is 
$25.00. Subtract the discount 
from the original price of 
$124.99. 





0 


1 2 4 


• 9 9 X 


- 2 5 


•00* 


9 9 


•99* 



8. The sale price is $99.99. 



1 2 4 • 9 9 X 

2 0 • 0 0 !^ 

2 5*00* 

9 9^99* 



DO SKILL SHEET 5 
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Using Basic Business Math 
using Basic Business Math 

Skill Sheet 5 



Directions: Complete the following charge slips by adding the charges. Subtract any 
discounts. Then, multiply the subtotal by 6 percent, the combined tax rate for the city 
and state. 



CARROLL'S FLORIST 
9250008100 
SIKESTON, IL 



Ot)AN 


DESCRIPTION 


SIZE 


UNITCOST AMOUNT | 












z 










1 




















m MnncAiioN 


DATE 


AUIH. CODE 


SUB 
TOTAL 






SALES CLERK 


TYPtSAlE 


TAX 




SALES SLIP 


CURRENCY COKVERSIDN 
OATE IRATt lAMOUNT 


TOTAL 




SAM CONFtRMEO TERMS ON REVERSC SIDE ACCEPTED 

X 

CI* (OMER Signature 



RETAIN THIS COPY FOR STATEMENT VERIFICATION 



CARROLL'S FLORIST 
9250008100 
SIKESTON, IL 



OIMN 


DESCRIPTION 


SIZE 


UNITCOST AMOUNT | 












/ 








I6\oo 


/ 


Oak. Trtf.. 


















IDI NilftCAIlON 


DATE 


AUTH CODE 


sua 

TOTAL 




DdARIMENI 


SALES CLERK 


TYPE SAIE 


TAX 




SALES SLIP 


CURRENCY CONVERSION 
DATE IRATE 1 AMOUNT 


TOTAL 




SA«f CONFIRMED TERMS ON REVERSE SlOE ACCEPTED 

X 

CU IQMER SIGNATURE 



RETAIN THIS COPY FOR STATEMENT VERIFICATION 
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^Jsing Basic Business Matli 

Unit Review 



Directions: use an electronic calculator to solve the following problems. 



• 



i. 


AHH. 


/oy 
741 
753 


ODD 

777 
747 


Izo 
456 
987 




Add: 


25? 


996 


410 




Total: 








2. 


Subtotal: 


235 
-103 


787 
-417 


1.001.00 
-951.45 




Subtract: 


-14 


-166 


-5.67 




Total: 









3. 12 .< 3.99 

20 X 5.99 

4. $108.98 X 30% 

$239.98 X 20% 

5. An item costing $27.98 is on sale for 30% less. What is the sale price? 



ERIC 
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6. Determine the "Total" of the following charge slip. The tax rate for this city is 7 
percent. 



bi5R31i 



CARROLL'S FLORIST 
9250008100 
SIKESTON. IL. 



OUAN 


OCSCI«PTK>N 


sure 


M<ITC08f AMOUNT | 














/ 










00 


/ 








/ 
















IUCNTIF>CATK}H 


DATE 


AUTKCOOC 


TOTAL 






DCPARTMCKT 


SAiUCUlUC 


TYPCSAU 


TAX 




SALES SLIP 


CUftfttKCY CONVERSKM 
OATE jPATE lAUOUHT 


TOTAL 


' 1 
1 
1 


SALE COKFIRUCO: TtRMft ON RCVEftSC SIO£ ACCCHKa 

X 

CuSTOUen SlONATUftE 1 



RETAIN THIS COPY FOR STATEMENT VERIFICATION 
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# Using Basic Business Matii 

Performance Checklist 



Stulent 



has successfully performed the following steps of procedure. 



using the Electronic Calculator 


Yes 


No 


comments 


1. Identified these functional keys: 








clear 








equals 








times 








percent 








minus 








plus 








subtotal 








total 








memory total 








memop/ plus 








paper advance 








clear entry 








5/4 








decimal selector 








2. Used good posture 








3. Completed addition sr.dj: 








tapped clear key 








tapped entries and function key 








tapoed total key 








compared tape to problem 








4. Completed subtraction steps: 








tapped clear key 








tapped entries and function key 








tapped total key 








compared tape to problenn 








5, Completed multiplication steps: 








tannpri ripar kpv 








tapped numbers and function key of 








X 








= or MH\f needed) 








MT (if needed 








compared tape to problem 








6. Completed percentage steps: 








tapped clear key 








tapped number and function keys of: 








X 








% 








compared tape to problem 








7. Completed discount steps: 








tapped clear key 








tapped numbers and function keys of: 


i 






X 








% 
















compared tape to problem 









Satisfactory 



Should Move On □ 
Repeat This Unit □ 



ERIC 



student Signature/Date ^ Instructor Signature/Date 
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Banking 

ntroduction 



Knowing banking procedures is an important responsibility in an organization. 
Demonstrating the ability to carry out these activities can lead to increased prestige and 
continued professional growth for the office worker. 

This unit shows you supplies, equipment, and procedures for preparing checks, petty 
cash vouchers, and deposit slips plus techniques for reconciling bank statements. 

Unit Objective 

After completion of this unit, you should be able to perform several banking activities. 

Specific Objectives 

After completion of this unit, you should be abie to-. 

1. Use a tickler file to organize payments. 

2. Prepare check stubs. 

3. Write checks. 

4. Prepare petty cash vouchers. 

5. Complete deposit slips. 

6. Reconcile bank statements. 



Are Y@u Ready? 

Check the statement which is true for you. 



I want to study the information 
In this unit before doing the 
Perfornfiance Checklist. 

TURN TO NEXT PAGE 
AND BEGIN 




□ 



I can do the above tasks and I 
ann ready to do the 
Pe.formance Checklist. 

SEE YOUR INSTRUCTOR 



2B2 
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Banking 



A. Terms and Equipment Needed for Banking Activities 
Terms 

1. Cancelled check - a check that i:^s been processed by the bank (this shows that 
the bank has deducted the amount from the account of the firm or person and 
has enclosed the check with the customer's bank statement.) 

2. Creditor - a firm or person to whom money is owed 

3 Payee - the name of the firm or person to whom a check or voucher is written 

4. Procedures manual - a company notebook designed to supply information about 
office tasks 

5. Tickler file - a filing system based on calendar dates to remind employees to 
prepare or carry out activities 



Equipment and Supplies 




Check Stub Calculator Return Envelope Procedures 

. - Manual 




Tickler File Desk Calendar Bill or Receipt Petty Cash 



Voucher 



263 




Chart of Accounts Petty Cash Box Currency 




Deposit Slip Rubber Stamp/ Check Register 

Ink Pad 




Statement Bank Statement Blank Checks 



ERIC 
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Incoming Check Cancelled Check 




Reconcilement 
Form 
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B. Steps for Organizing Payments 

1. Clear your work area. 

2. Assemble equipment. 












1 


1 

p 














— I 

— "i 



Check Register 



Statement 





NO OATf _ 



SVtTOTAL 

AHT Of CMCCK . 

ro«*vyAiio _ 



Check Stub 




Calculator Return Envelope 



Blank Checks 




Vocedures 
Manual 





Tickler File 



Desk Calendar 
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5. Open the incoming bill and 
remove the contents which are 
a statement and the return 
envelope. 




4. Determine due date. 



Western Supp"?»rs Corporation 
118 Matone Avenue 
Sikeston. MO 63801 



595P 0260 1108910 7 



Apple Credit •^''rporatlon 
Headquarters Building 
547 Amboy Street 
Boston. MA 02134 

Amount Enclosed $ 



out 

Month 0»Y 



Transaction Reference 
Payment ■ Thank you 



Amount of Transaction 
10500CR 



Account Number 
595P 0260 11089107 



8i{i.*Q Date 
01/15/86 



Due Date ^\ 
I 02/08/86 J 



Minimum 
Payment Due 



5. Compare the current date with 
the due date. 



January 1 986 

S M T W T F S 
12 3 4 
7 8 9 10 11 
16 16 17 18 
122 23 24 25 
29 30 31 

Current Date 





Februaiy 1986 
S M T W T F S 



Due Date 2 3 4 5 6 t^g) 

9 10 11 12 13 t4 V 
16 17 18 19 20 21 22 
23 24 25 26 27 28 




021 



Tuesday, January 21 



344 
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NOTE: Go directly to the 
company payment policy 



(Step 12) if the bill needs to 
be paid within five days; 
otherwise, continue. 





9. Check the tickler file at the 
beginning of each work day for 
oills that need to be paid. 




10. Retrieve the bill from the file. 



< Ml \j r p ^ 
















2 


? 


4 


f 






f 




t$ 




i< 


tf 




IS 


X 


n 'i 


ff 


V 


If 








[-« 


i] 








11. Determino the amount due. 



1601108910 7 



Date 
Month Day 

01 04 



Boston, MA 02134 
Amount Enclosed $ . 



t Number 
) 1108910 7 



Transaction Reference 
Payment "Thank You 



Amount of Transaction 
105.00 CR 



Billing Date 
01/15/86 



Due Date 
02/08/86 




Previous 'Finance 'Purchases 'Payments Leaves A New 
lod Balance Charge And Debits And Credits Balance 01 



ERIC 
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C. steps for Preparing a Check stub or Register 



1. Assemble necessary supplies. 



\ 

Pen 



MnM44j nATP j 


Western Suppliers Corporation 

116 Malone Avenue 

filWflslnn, MlRROitrl fiMni 


(144) 

19 


pnp j 






nUnilMT 1 


Pay 1o "the 

nrHftr nf 


$ 


BAL. BROUGHT, 1 
FORWARD /fer// 1 

SUBTOTAL j 




Dollars 


Slkeston County Bank 
314 North Ranniy 
Slkeston, MO 63801 




AMT. OF CHECK | 






BAL. CARRIED j 
FORWARD _ t 


70 \\\ U \UU 





Check Stub Check 



2 Write in the exact date the 
check is written. (Use figures.) 



144 nATP j 



NO 
PAYEE _ 

FOR 

AMOUNT . 



BAL. BROUGHT / / -7 / n ±. \ 

FORWARD 'J£-LLL-±JZ i 

DEPOSIT I 

SUBTOTAL ! 



AMT. OF CHECK 

BAL. CARRIED 
FORWARD 



Western Suppliers Coi 

116 Malone Avenu 
Sikeston. Missouri 6: 



Pay to the 
order of . 



Slkeston County Bank 
314 North Ranney 
Sikeston. MO 6380: 



I Memo. 



70 U 
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3. Write in the name of the payee. 



NO 



144 DATE 2r2iM. 



.PAYEE Appl^ CrPrftj-CdrP. 
FOR L 



AMOUNT. 



BA'.. BROUGHT 
FORWARD 

DEPOSIT 

SUBTOTAL 



nil .Z4- 



AMT. OF CHECK 

BAL. CARRIED 
FORWARD 



Western Suppliers Ca 
118 Malone Aver 
SIkeston, Missouri 



Pay to the 
ordor of . 



SIkeston Couiity Bank 
Z'J North Ranney 
SIkeston, MO (>3301 



Memo. 



70 I 



4. Enter the reason ror the 
payment 



NO 144. 

PAYEE^^ 
•FOR 
AMOUNT. 



DATE 



E /-\vp(p Credti forp . 



BAU BROUGHT 
FORWARD _ 

DEPOSIT 

SUBTOTAL 

AMT. OF CHECK . 
BAL CARRIED 
FORWARD 



Western Suppliers Cc 

118 Malone Aven 
SIkeston, Missouri ( 



Pay to the 
order of . 



SIkeston County Bank 
314 North Ram.ey 
SIkeston. MO 63601 



Memo. 



70 1 



5. rill in the annount of the 
payment. 



NO 144 DATF t'^^-BG 

FOR .Office E^tAtpffif^t 

r AMOUNT /O^^ 00 



BAL. BROUGHT . - , 
FORWARD 'f' 

DEPOSIT 

SUBTOTAL _ 



1.^ 



AMT. OF CHECK 
BAL. CARRIED 
FORWARD 



/o5', 00 



Western Suppliers C( 
116 Malone Aven 
Sikoston, Missouri i 



Pay to the 
order of . 



SIkeston County Bank 
314 North Ranney 
SIkeston. MO G3801 



Memo. 



70 i 
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6. Subtract the amount ^ 
payment to detr^mine v 
balance carried forward. 



N0 144- DATg z-?-g^ 

PAYEE Appl^ Cftdii Corpx^ 

FOR h(^4ite. E'suiy^rtfii't 
AMOUNT /OS.^V/ 



BAL BROUGHT 
FORWARD /P // »^T- 

DEPOSIT 

SUBTOTAL 



AMT. OF CHECK /^^' 

BAL CARRIED 
FORWARD iDbh^^T- 



Western Suppliers Co 
118 Malone Aven 
Sikeston, Missouri e 



Pay to the 
order of . 



SiKeston County Bank 
314 North Rann«y 
SiKeston. MO 63801 

Memo 



70 I 



7. Repeat the balance on the next 
check stub. 







PAYFF 

Fnn 

AMOUNT 

BAL BROUGHT , _ . 
r^FPnsiT 






RllRTnTAI 

AMT. on nwp-K 

BAL. CARRIED 
pnpwARn 









• 
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9 D. Steps for writing a Check 

1. Assemble the necessary supplies. 




Wa$l«m SuppUari Corpotatlon 



•**STdA MO MCI 



70 III I. lUU 



Blank Check 



2. Fill in the current date with an 
ink pen, or the checks can be 
typewritten. 

• Spell out the month. 

Place a comma after the day. 



Western Suppliers Corporation 


144 


118 Maione Avenue <^ ^ o 




Pay to the 

ftrrlAf ftf 


$ 


IVkliAnk 


Sikeslon County Bank 
314 North Rann«y 
Sikeston, MO 63801 




Mnmn 




70 Ul U lUU 



Fill in the year. 



274 
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3. Fill in the name of the payee as 
indicated on the statement. 



WoKtem Suppliers Corperallon 

118 Maton* Avenue <^ / . , « . -7 or 
SIkeston. Missouri 63S01 VC/MMAAM^ c?« ,a W 



144 



SIkeston County B«nk 
314 North Rann«y 
SIkeston. MO 63801 

Memo 



70 \\\ t« Ui, 



6>j^^ Ccnp^^ ^r^ZD 



-Dollars 



Using figures, enter the amount 
of the check next to fie dollar 
sign. 



Western Suppliers Corporation 

118 Malons Avenue 
SIkeston. Missouri 63801 



144 



.Dollars 



SIkeston Count/ Bank 
3t4 Ncnh Ranney 
Sikeston, MO 63801 

Memo 



70 111 I, iUU 



5. Write out in full the amount of 
the payment. 

• Start writing at the extreme 
left. (Cap'talize only the first 
word.) 

• Express cents as a fraction of 
100. 

• Fill in the rest of the line with 
a solid line or hyphens when 
typing. 



Western Suppliers Corporation 
118 Malone Avenue 
Sikeston, Missouri 63801 



144 



Pay 
order 



.Doltors 



SIkeston County Bank 
314 North Ranney 
Sikeston, MO 63801 

Memo 



70 \\l U 



ERIC 
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6. Indicate the reason for the 
check. 



r 



N0I44 OATE^rllf^ { 

FOR Ot^fU f:(tu}pn\(^\ 

AMOUNT I 



BAL. BROUGHT , ^ a 

forwar: liol! '2^h- 

DEPOS'T 

SUBTOTAL 



AMI. OF CHECK /^-^ • QO 
BAI- C;^RRIED .^f ^ ^ 
FORWARD 



Wostem Suppliers Corporation 

118 Malone Avenue a 
Sikeston. Missouri 6380: "v^^lrU' 



144 



Pay 
ofdar 



.Dolltrt 



Sikeston Cocniy Bcnk 
314 North Rtnney 
Siktstoa MO 63801 



-7 



7. Look at the statennent again to 
locate the account number. 



RETURN THIS PORTION WITH OUR PAYMENT 

Western Suppliers .oration Apple Credh Corporation 
118 Malone Avenue Headquarters Building 

Sikeston, MO 63801 547 Amboy Street 

Boston. MA 02134 



595P 02601108910 7 



Amount Enclosed $ . 



Date 
Month D<y 



01 04 



Transaction Reference 
Payment. Thank You 



Amount ol Transaction 
10500 CR 




Billing Date 
01/15^ 



Due Date 

02rt)8/8C 



Minimum 
Payment Due 



Days In 
Billing Period 



Previous 
Balance 



85176 



'^Iftance 
Charge 



Purchases 
And Debit? 



•Payments 
And Credits 



Leaves P N'ew 
Balance 01 



759.10 



For aco Hint service or billing statement {nformatlon cell the rolrowing telephone number 
fl17'339-."^31. Or send inquiries to P 0. Box 5500 joston. Massachusetts NOTICE- See 
reverse { Ide for important Information. 

RETAIN THIS PORTION FOR YOUR RECORDS 



8. Write in the account number on 
the check. 



Western Suppliers Corporation 

118 Malone Avenue 



144 



118 Malone Avenue it / », ^ tf/ 
Sikeston. Missouri 63801 -TttMlM^O^ :>j 

^'ordtr of 4^ ^A£^ ^q/UltUy^ $ [ JOfM^ 

/J/TahoiA^^^J ^.u^ ori^^ ^^/f^^' 



Sikeston County Bank 
314 North Panrtey 
Sikeston, MO 63601 



70 lU ^ 



- Dollars 



19 
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10. Secure an authorized signature 
from your supervisor or a 
connpany executive. 



n Suppliers Corporation 

118 Malone Avenue ^ 
teston, Missouri 63801 -fiMlAMulM. 3, joOfe 



144 



ndnul CLyxJ. ^V/OO 



Dollars 



lank 
sy 

101 



70 111 t. it.1, 



11. Place the checi< and return part 
of the statement in the return 
envelope provided ;y the 
creditor. Look for "Return this 
portion with you payment." 



144 



?o ui >• 




ERIC 
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12. Check to see that the address 
shows through tue window. 




Apple Credit Corporation 
Headquail6r3 Building 
547 Amboy street 
Boston, MA 02134 



13. Write in the company's name 
and address in the blanks 
provided on the envelope. 



S'Mion. MO (ffirol 



14. Seal the envelope and attach 
the postage. 




Apple Crec^it Corporation 
Headquarters Building 
547 Amboy street 
Boston, MA 02134 
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% E. steps for Preparing a petty cash voucher 

1. Assemble the necessary 




Bill or Receipt Petty Cash Chart of Accounts Petty Cash Box 

Voucher 




3. Enter the number for this petty 
cash voucher. 



Petty Casn Voucher 



NO 
TO. 



//6 



DATE- 



.19- 



DOLLAKS 



FOR. 



. ACCT.. 



RECEIVED - 



. APPKOVED- 



EKLC 



;79 



4. Write in the exact date the 
voucher is written. 



5. Enter the name of the payee. 



6. Enter the amount in figures. 





Petty Cash Voucher 




NO i 1 B 




19 


TO 


$ 








DOLUiKS 


FOR 




RECEIVEn 









Petty Cash Voucher 
NO ! I ^ DATE IQ 

TO PjO^^rt UJ^sfern $ 

DOLLARS 

FOR ACCT 

RECErVED APPROVED 



Petty Cash Voucher 

DOLLARS 

FOR ACCT 

RECEIVED APPROVED 



ERIC 
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7. Enter the amount spelled out. 



Petty Cash Voucher 



NO 



TO 



Robert CJestern^ $ ^fO 



FOR. 



. ACCT.. 



RECEIVED - 



. AP?ROVED- 



8. Enter a memo describing the 
purchase. 



Petty Cash Voucher 



NO 



TO 



//6 



DATE 2.'-^ i9.^ 

Robert iJjisrtirt^ ^ . 



FOR Airpart Hrkin^ acct.. 



DOIiLAP j&' 



RECEIVED- 



. APPROVED- 



3. Refer to the chart of accounts 
and accompanying explanation 
to deter^mine the account to be 
charged. 



Petty Cash Chart of Accounts 



Acct. 3108 Advertising Expense 
advertising flyers, printing 

Acct. 3109 Office Supplies Expense 
typewriter ribbons, filing supplies 

Acct. 3110 Postage Expense 

r ' Ct 3111 Miscellaneous Expense 
tohj, airport parking, 
refreshments for visitors. 



ERLC 



281 



25 



10. Enter the account number from 
the chart of accounts in the 
space provided. 



Petty Cash Voucher 



NO 



TO.. 



lie 



DATE. 



.to 



A/tneH ceuit$- 



FOR Airi?drt farkma acict, 311/ 



RECEIVED- 



. APPROVED- 



11 Obtain an authorized signature 
for the voucher. 



Petty Cash Voucher 

NO 11^ DATE ^""^ 19 

Robert UiSftrn. t 
A /inefjf CtTKb; nnu ^ ^j ^ r, 

FOR A/rparf Rrlfina acct. 3111 
RECEIVED ;^pppr>vpn CnfAsAtlMJi. 



12. Open the petty cash box and 
count the doiiar biiis and change 
needed. 

NOTE: See Skll! Sheet 1 for 
practice In making change. 
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13. Deliver the money to the payee. 




14. Ask the payet to sign the 
voucher in the space marked 
"RECEIVED." 



Petty Cash Voucher 



lie 



no_Ll£_ date- 
^ RMft Uestern, 



DATE 



, DOUiAIta 



FOR ^ 'rpor^ T^rlCin^ Arnr 3// / 

RECEIVED APPROVED-^^lZlf^^ 



15. Tear out th? original of the 
voucher. 



ERIC 
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16. Staple the receipt to the petty 
cash voucher. 




r— Douma s- 

Ar.crc ^fll 



i,pr.vnim R-CCi/e<^tA^ APPROVED CTTJ't^AUJc 



17. Place the voucher in the petty 
cash box. 

NOTE: Lock the petty cash 
box If It is company policy. 




DO SKILL SHEET 1 
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Skill Sheet 1 



Directions: Read through the following infcrmation on making change and solve the 
problems listed at the bottom of the page. 

Making change has been simplified by cash registers that calculate the amount of 
change that should be given to the customer. In order to do this, the cashier enters the 
amount of money offered by the customer and subtract? the amount the customer owes. 
The cashier then proceeds to count out the amount of change by starting with the largest 
denomination of currency and coins available and working toward the smallest. 

Whenever an authorized office worker needs to give out money from the petty cash 
box, the process is similar. Two examples of making change are presented here. 

1. The sales manager gives you a receipt for the printing of advertising flyers. This 
means that he has paid the printers, and he needs to be reimbursed for this 
company expense. The amount of the receipt is $14.89. The sales manager 
should be given one ten-dollar bill, four one-dollar bills, three quarters, one dime, 
and four pennies. ($10 plus $4 plus $.75 plus $.10 plus $.04 equals $14.89.) 



The following form may be helpful: 



Change Needed 


$20 


$10 


$5 


$1 


.25 


.10 


.05 


.01 


1. $1^.51 




/ 




4 


3 


/ 




4- 


2. ^.30 






/ 


/ 


2 








3. 


















4. 


















5. 



















2. The newspaper girl brings in today's paper. It is also time to pay for the 
monthly subscription. The- cost of the subscription is $6.50. The newspaper girl 
should be given one five-dollar bill, one one-dollar bill, and two quarters. 

Problems: Fill in the foi m provided above (lines 3 - 5) with the denominations and coins 
that would add up to these amounts: $8.45, $21.43, and $13.54. 



285 
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F. Steps for Completing Deposit Slips 

1. Clear work area. 

2. Assemble equipment. 



• 




Currency 




roins 



•irotii iKiii 



Deposit Slip 




Rubber Stamp 
I ■■■ • 



Calculator 



Wtsltm Suppliers Corporttloft 144 



7011,1, 



70 III I. 



Checks for Depositing 



3. Sort the currency into 
denominations. 

4. Put all faces on currency up for 
ease In counting. 




• 



ERIC 



286 
51 



5. Determine the total value of the 
currency. 



(3 tens) $10 X 3 = S30 

(3 fives) $5X3= 15 

(5 ones) $1x5= 5 

total value = $50 



6. Enter the total value of the 
currency on the deposit slip. 



CASH 



CURRENCY 



COIN 



TOTAL FROM OIHCK SIDE 



TOTAL 



Less CASH Rcceiveo 



NET DEPOSIT 



oo 




80-105/815 



USE OTHER SIDE FOR 
ADDITIONAL LISTING 



BE SUXE EACH ITEM IS 
^RCr•£RLY ENDORSED 



7. Sort the coins into stacks of 
quarters, dimes, nicl<eis, and 
pennies. 
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8. Determine the total value of the 
coins. 



(4 Quarters) $ 0 25 X 4 


= $1 00 


(8 dimes) $0.10 X 8 


= .80 


(10 nickels) $ 0.05 X 10 


= .50 


(11 pennies) ^ U.Ul XII 


= .11 


total value 


= $2.41 



Enter the total value of the 
coins on the deposit slip. 



CASH 


CURRENCY 






COIN 






^m < III* k« vx-ii 


















TOlALfKUMUIHE.RSI0£ 






TOTAL 






Ll SS < ASH KUI WUt 






NET DEPOSIT 








60-105/815 



USEOIHER SIDE FOR 
AUDlTIONAL LISTING 



HE SURE EACH ITEM IS 

PROPERLY Endorsed 




11. List checks individually. Identify 
them by nanne of bank or by 
the number written as a 
fraction in the upper right hand 
corner of the check. 



CASH 



CURRENCY 



COIN 



IIM (III (US MN<.|Y 



TOTAL FROM OTHER SIDE 



TOTAL 



LCSS CASH RfCEIVED 



NET DEPOSIT 



AO. 




80-105/815 



USE OTHER SIDE FOR 
ADDITIONAL LISTING 



BE SURE EACH ITEM IS 
PROPERLY ENDORSED 



WOTE: if there are more than 
3 checks, list them on the 
bacl< of the deposit slip or list 
them on an adding machine 
and attach the tape to the 
deposit slip. 
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12. Total the deposit slip. 



OfPOSIT TICXiT 

Western Suppliers Corporation 
118 M*!9ne Avenue 
Slkeston, MO 63801 

OAT£ 



Sikeston County Bank 
314 North Ranney 
Slkeston. MO 63801 



CASH 




6/> 
+ / 






'7 




















TOTAL 




00 








NET DEPOSIT 







70 Hi U*' 



13. Fill in the date of the deposit. 



• 



DEPOSIT TICKiT 

Western Suppliers Corporation 
116 Melons Avenue 
Slkeston, MO 6380! 



DATE. 



Slkeston County Bank 
314 North Ranney 
Slkeston, MO 63801 



1 

CASH 


CURRlMV 






COM 


7- 




nO'lO 


? 
























TOTAl 




Ob 








NET DEPOSIT 







14. Enter the total in the check 
stubs or check register. 



• 




AMOUNT. 



SAL. BROUGHT 

FORWARD . 

►DEPOSIT 4- ^0 1.00 

SUBTOTAL . 



60 ^7.^-4- 



AMT. OF CHECK . 
BAL CARRIED 
FORWARD 



ERIC 



35 
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C. steps for Reconciling Bank Statements I 

1. Assemble the necessary 
equipment. 




UmpU BxAk Suicmtnl 



&k««iei«.MOCUCI 
III Ktl^dt A*«p«« 



7*1 31M;|-4II1 



its: it • 

ISW < 
177701 



OMcklll 101 10 
OMcklS in 47 
Oi^k I2S or II 

cwkin iMi 
Qwckm m» 

OwcklM un 
Qii<Aiy loom 

CWkIM »Jt 
OmOIM IJt 
CkKkIM 1^ 
I«TK«CW9*1Q0 

i>*«ck«ckt laoo 



11/23 


• 00 






n/n 


xmu 


tifV 


S043M 


two 


3.lll» 


ei/a 


3.061 M 


ei/os 


■ •M74 


et/M 


IJMII 


ei/M 




Ol/M 


111413 


01/1) 


ijoon 


CI/» 


JJOTll 


01/tt 


ijca.li 


01/14 


i.mti 


01/11 





Bank Statement 



l«iO(Chir0«(Noi 



Reconcilement Form 



W*tt«m Suppli«ra Corporittor 

lllMt>OA«Af«/Xt« 




friroitt ticut 
tlomtorjAvWM 



314Ne«1hAMwwr 



70 \\\ 



• 



Cancelled Checks 



Deposit Slips 



291 



ERIC 



57 



2. Look for the account summary 
information on the bank 
statement. 



AAAA AAA AAAA*A ' ***A A-A' A - A - A - A"A A-A- A - A - A" * Account Summary Information AAAAAAAAAAAAAAAAAAAAAAAAAAAAAA 



Balance Last Statement 

1 Deposits/Other Credits 
12 Checks/Other Debits 

2 Service Charges 
Ending Balance 



12/17/8S 



01/17/86 



4SS.17 
3,264.02 
1.927.11 
15.00 
1.777.08 



AAA »A - A- A AAAAA AAAAAAAAAviAAAAAAAAAA*AVk-A -A-*- A -*A**-^^ ^ ^ 



3. Check to see if there is an 
amount listed under "Service 
Charges." 

* A A A A A A A A A k - X - k irk A A A A A A /. - A-A A"A A A "A A" A ACCOUnt Summaiy Infontiation A A A A A A A-A A A A A-A A A AA ' 



I Balance Last Statement 12/17/85 455.17 +J 

I 1 Deposits/Other Credits 3,264.02 + | 

I 12 Checks/Other Debits 1,927.11 - t 

I (2 Service Charges ^ 15.0(7^ 1 

I Ending Balance 01/17/86 1,777.08 | 

* E 

AAA AA- A -A A A A A A " A -A kn ' k ' k - ic k AAAAAAAAAAAAA AAAAAA A '- A" A A - ArA"A"A -A- A A^A - A A A A A A A A-A -A -A-A-A - A- A A A A A A A - A " A"A - A"A A"A " A " A A"A " A -A "A " A - A " A 



4. Enter the description and 
amount of the service charges 
in the check register or the last 
check stub. 

5. Deduct these service charges to 
bring the checkbook balance up 
to date. 



Check 140 2.09 



01/13 



Service Charge 5.00 01/13 
New Checks 10.00 01/14 



Check 142 15.10 



01/16 



FOR ^fer.tfUff^ 



BAU BROUGHT , ^, , - ^ 
FOR^VARD ltPS>^**-^ 



DEPOSIT _4£^LL!l£ 



SUBTOTAL . 



AMT. OF CHECK 4£/ - ^7 

BAL. CARRIED . , 
FORWARD Pi 



292 
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Locate the "Ending Balance" 
shown on the bank statement. 



?^ AAAAAAAAAAAAAAAAA/ r AAAAA)fcAA .inHn» Account SummaXy Mormation AAAA AAA V A - AAA AAAAAA AAAAAAAAAAAA 



Balance Last Statement 12/17/85 455.17 + i: 



5- 



5' 



5 ■ 



I: 1 Deposits/Other Credits 3.264.02 + 

\ [ 12 Checks/Other Debits 1.927.11 - 

I: 2 Service Charges is.qq — 

\: Ending Stance 01/17/86 1.777.01^ 



5" 



A -A AA AA -A- A A A A AA A A A A A A"A A A AA A A A A AA A A AAA A A A A AA A A A A A A 




8. Enter the ending balance in the 
space entitled "Balance Shown 
on Bank Statement." 



Reconcilement Form 



Balance Shown on / 7 "7 7 AO 
Bank Statement % I f f i '^O 



Penod . 



AdJ Deposits Not 
on Statement l_ 



Subtcta] 



ERLC 
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39 



9. Pick up the stac.c of cancelled 
checks. Sort the stack into 
Deposit slips and cancelled 
checks. 



oirotif iiCKir 

WMttrn 84^tort Corporttlon 

ttSMelocwAvwHM 

&lM«ton.U06aeot 



' lU.^HUJLI 






























lOIAI 




92. 








Kit DfKtSit 


»7 ioH 





Mwti lUMiMnn 



SIkMton Coufrty Bank 
S^Mlon, MO &30Q1 



70 III <,i* 




10. Compare each slip with the 
check stubs or check register. 



PAYEE C4/onta/ fidtral 
FOR fttv^ Pet 



BAU BROUGHT 

FORWARD 
DEPOSIT 



SUBTOTAL S^g^Z. 7^ 



AMT. OF CHECK 
BAL. CARRIED 
FORWARD - 



oirosir riCKir 
WMltn. 3uppl(«rt Corporation 

sucMiort. Moeaoot 







































tOtAl 


32. b*/ 


oz. 








Nit Dirostt 







MS/ID 



SikMlon County Btnk 
3t4 North R«nr«y 
SikMion. MO ft30Ot 



70 Ul i,^ 
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11. Place a check mark on the check 
stub or check register for each 
matching slip. 



NO 



12.1 



UATE 



PAYEE ^^enlK-l Fp.de rAj 

FOR /^<>it Fee 

AMOUNT /O/- 



BAL BRC JGHT 

FORWARD 

DEPOSIT y^^^i^^ 

SUBTOTAL 
AMT. OF CHECK 
BAL CARRIED 
FORWARD _ 



" bit- 7Z 
101- bO 

3.V8/- 



12. Search the check stubs or check 
register for any additional 
deposits. 







Mn HATF j 




DAVPC 1 




FHP ] 




AMnilMT 1 




BAL. BROUGHT j 1 

nPOHQIT 4,601-00 1 
*<rv.'Cf IS' 00 1 
AMT npr.HPnk 2-0 j 




BAL CARRIED 1 
FORWARD ^P*^' 1 

1 





13. For each deposit that does not 
have a check mark, enter the 
amount on the reconcilement 
form in the space entitled "Add 
Deposits Not on the Statement." 



Balance Shown on innn r)Oi 
Bank Statement I I, ' 1 1 . UV 



Subtotal i 



295 



14. Add the "Balance Shown on 
Bank Statement" to the deposits 
and enter a Subtotal. 



Balance Shown on . , nn-^ n<^ 
Bank Statement » h I U.Uf^ 



Add Deposits Not ^ J. c^ai nn 
on Statement $ r,00i-C^^ 



Subtotal $ (>,2-l%0^ 



15. Pick up the cancelled checks 
again and arrange them in 
numerical order. 



Wiittra SuppMrs Cofpontlon 



123 



Wcittm SvppK^^t Corporation 



W«it«m SvppUtrs Corporation 



W4tt«m SvpplUr* Corporatton ^ 



120 



70 tU t. 11.% 



121 



122 



ID 



a 



16. Compare the checks individually 
with the check stubs or check 
register to be certain that the 
amounts are identical. 



NO DATE ii-z^-ts 

FOR Kt¥ri 

AMOUNT ^ /Of' 6^ 



BAL BROUGHT nta n n 

FORWARD / ^ 

DEPOSIT ^^^4. 



SUBTOT/ L 3.562. 



AMT. OF CHECK /^A 6^ 



BAL. CARRIED ^ i I J 

FORWARD -D noi ' I r 



Western Suppliers Corporation 

llSMalone Avenuo L /rf 

SIkoslon. MIssvtirl 63801 / \ Ut(JUtMr7^ \9 35 



I2i 



.Dotlars 



Sikesion County Bank 
314 North Rtnney 
Sikeston< MO 63801 



70 \\\ U \UU 



42 



296 



Clerical/Secretarial Supplementary Units 

Banking 



• 



17. Place a check mark on the check 
stub or check register if the 
cancelled check has been cleared 
by the bank. 



NO 



DATE 



FOR 



AUnilMT /Of' (>0 



BAL. BROUGHT 

FORWARD 

DEPOSIT 3>^feT 

SUBTOTAL 

AMT. OF rMPr.vy//Oi' f>0 

BAL, CARRIED nUQx I /- 
FORWARD .JdU^\' I r 



3/0^ 7^ 



Wostom Suppliers Corporation 
118 Malonc Avenu© ^^*>*^ 
Sikeston. Missouri 63601 




order ol . 



(y/nl k uM (f Met ^ • 



-Dollars 



Sikfitoo County BanS 

Nwm Ranntif 
Sikttlon. MO 63801 

Memo 



AuT. ZO}tl 



70 lU >. UI. 




19. For each check that does not 
have a check mark, enter the 
number of the check and the 
amount of the check in the 
"Checks. Issued But Not on 
Statement" column. 



ERIC 



Subtract Checks Issudd 
But Not on Statement 



43 
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No. 


$ 












/ 7,Z5 


1 


13 . TO 


lU 









































Total 
Bilance 



20. Determine the total value of the 
"Check Issuad But Mot on 
Statement" column. 



Subtnct Chtcks Issuvd 
But Not on S(«tom«nt 



No. 








131 






/"7 . Z5 




. 7 0 




/D5 , 00 




unided 



































Tou] 



4 ^4-. 93 



• 



21. Subtract the checks from the 
Subtotal to determine the 
corrected bank balance. 



Reconcilement Fonn 



BtUnct Shown on iin*? ACL 
00 



Add Dtpofiu Not 4 I 
onSmtmtnt * i tJV I 



Subtoul 



Subtnci Chtckx bsu*d 
But Not on Suicmtni 



No. 


i 




4/. 59 


12 


7 


-iff. ^0 


lA 








1,^. -70 


M4 


10$^ 00 








rof. 09 
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Ptriod. 



BtUnc* Svown on 
Checkbook 



/dd AzirX^positt 
Not Mf tidy 

Ch«cU>ook 



SuboTKi Stmc« 
CKvgti uid O0i«i 
Bink Charoti Not 
!a Checkbook 



Tool 



• 
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23. Compare the ending balance of the checkbook with the corrected bank balance. 
The amounts should be the same. 



Re^-^ncilement Form 



ERIC 



Balance Shown on /T'7'7 /Ifl 

BankOtatomem I f / i / / - (^O 

Add Deposits Not 4 A A 

on Statement S / tJUU > 



Subtotal 

Subtract Checks Issued 
But Not on Statement 



Total 



Balance 



No. 






4/. 59 


137 


Z8. 60 




n .1.5 




^9,. -7 0 




10^. 00 








l.o 1. 09 



































Period . 



-'.9. 



Balance Shown on 
Checkbook 
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Banking 

Unit Review 

Directions: Answer the following questions using the blanks or forms provided. 



1. Study the bill shown 
here and enter the 
data requested. 



— — -tiilvy 

Ill.sllgl3'bifl5 



171017 



UNION ELECTRIC P.O BOX 529 ST. LOUIS. MO. 63166 



IIS Malona Avs. 



PREV. ROQ. PRES. RDO. 



U30t 
173810 



SIKESTON 
SALES! TAXE 



T!^7r1 PAiLY 



2673 
TAX 



mw 



ELR 



WTP lb 
ES 01 



rilTIiT?. 



(ft>U.OATE 



lb 
127 
7 
H 



ITOTALS mqtqn 



77 
2M 
13 
lb 



ACTUAL METER READING 
CORRECTS PREVIOUS ESTIMATE 

CONSERVE ENERGY - INSTALL 
INDIVIDUALLY CONTROLLED 
HEATERS - IN A COMFORT ZONE 



ACCOUNT NUMBER 



| 3777liggl05SQ}07] |0015 3IID 



TOTAL DUE 



9 

W 

W 

I 
I- 

a 
w 
w 



Western Supplies Corporation 
3777122055007 
153.30 



a. The due date iS: 

b. The minimum payment due iS: 

c. The account number iS: 

d. The billing date is.- 



2. Prepare a tickler card for the bill 
in Question 1 
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3. Prepare the check stub and check for the bill in Question 1. Use check Number 
147 and January 15 as the date. 



NO DATP 
PAYPP 


Western SuppUers Corporation 

lISMalone Avenue 
Slkeston. Missouri 63801 


10 


147 


pnn 

AUnHfJT 


Pay to the 
















BAL BROUGHT IQ 
DEPOSIT 

ftllRTOTAI 

AMT, OF CHECK 










Slkeston County Bank 
3t4 North FUnney 
Sikeslon. MO 63801 

Mflmn 






BAL CARRIED 
FORWARD 


70 Ul U lUU 







4. The following receipt was presented by 
a. Prepare the petty cash voucher. Use 
The account number is 3109. 



LOWELL'S 

YOUR RECEIPT THANK YOU 
710/4 6 16 799 

8854773 1 7.97 MDS 

7.97 STD 

.48 ATX 

8.50 ATD 

.05 COO 

1/13/86 1 CSH 8.45 TTD 



;. Western for a new diskette file. 
. 122 and January 15 as the date. . 





Petty Cash Voucher 


NO 




TO 




nnrrapc 


FOR 


Arrr 


RPCPIVFn 


ADOTinvcn 





b. Indicate how the change would be prepared. 

How many $10s? 

$5s? 

$1s? 

quarters? 

dimes? 

nickels? , 

pennies? 
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In today's nnail, you receive three checks. Prepare a deposit slip. The checks are 
for $234.18, $60.59, and $98.33. 



DErOSlT TICKET 

Western Suppliers Corporation 
118 M&!one Avenue 
Sikeston, MO 63801 



_19- 



ycH Mtf fot rAV4«ii|Mfon tfQtmtn 



CASH 

— rcrd 


CVStlNCV 






COIN 


























TOuirtQMotrtctfec 






TOTAL 






iivv(A%M tiantn 






NET DEPOSrr 







U suit C EACH IT tW IS 

mortKiv cNooitsco 



Slkeston County Bank 
314 North Ranney 
Slkeston. MO 63801 



70 lU t«n« 
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Banking 

Perf ormaiiee Checklist 



Student 



has successfully performed the following steps of procedure. 



Oraanlzed Pavments 


Yes 


No 


Comments 


1. Identified and assembled equipment 








2. Opened incoming bills 






3. Determined due date 






4. Prepared a tickler card If due date was nnore than 5 days 
away 






5. Checked the tickler at the beginning of each work day 






6. Used procedures manual to determine Vi/hether to prepare 
a check or petty cash voucher 






Paid Bills bv Check 


Yes 


No 


Comments 


1. Prepared check stubs 








2. Prepared checks 






3. Secured authorized check number 






4. Correctly placed check and return portion of statement in 
the return envelope 






5. Wrote or typed a return address 






Paid Bills with Petty Cash 


Yes 


No 


Comments 


1. Prepared petty cash voucher 








2. Secured an authorized signature for the petty cash 
voucher 






3. Counted change to give to payee 






4. Secured payee's signature 






Performed Banking Activities 


Yes 


NO 


Comments 


1. Completed a deposit slip: 








sorted currency into denominations 






entered the value of the currency 






sorted coins into Quarters, dimes, nickels, and pennies 






endorsed each check 






entered checks singly 






Identified each check by bank name or code number 






det^f^mined the total of the deposit slip 






supplied the date of the deposit 






entered the deposit in the check stubs or register 






2 Reconciled a bank statement: 






deducted service charges from checkbook balance 






encersd the ending balance from the bank statement on 
the reconcilement form 






sorted deposit slips and cancelled checks 






compareo ine oepO'ii sups witn tne cnecK stuus or 
register 






entered the amounts of outstanding deposits on the 
reo'^ncilement 






adaed outstanding deposits to ending balance 






entered a subtotal 






arranged cancelled checks in numerical order 






compared the cancelled checks with the check stubs or 
register 






entered amounts of outstanding checks on the 
reconcilement form 






totalled outstanding checks 






deducted outstanding checks from tne subtotal and 
entered the corrected balance 






compared corrected bank balance to checkbook balance 
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Satisfactory - Should Move On □ 
Repeat This Unit □ 



Student Signature/Date 



Instructor Signature/Date 
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Incoming Mali 

Introduction 



Since more mail is sent each year, office personnel wfio answer incoming mail more 
and more need the help of other office workers. Clerical/secretarial workers are needed 
to open the mail, time stamp the mail, attach enclosures, and prioritize incoming mall. 

This unit shows you equipment, supplies, and step-by-step procedures for handling 
the mail which is received by a business. 



After completion of this unit, you should be able to demonstrate procedures for handling 
business mail. 



After completion of this unit you should be able tO: 

1. Demonstrate how to open business correspondence. 

2. Demonstrate how to attach enclosures. 

3. Decide when to attach envelopes. 

4. Decide when to write an entry in the mail register. 

5. List the priority of business correspondence. 



Unit Objective 



Specific Objectives 



Are YOU Ready? 



Check the statement which is true for you. 





I want to study the information 
in this unit before doing the 
Performance Checklist. 



I can do the tasks and I 
am ready to do the 
Performance Checklist. 



TURN THE PAGE 
AND BEGIN 



SEE YOUR INSTRUCTOR 



ERIC 
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• 



A. Terms and Equipment Needed for Processing Incoming Mail 
Terms 

1. Correspondence - letters or other items wliicli circulate tfirough the mail 

2. Enclosure - an item, such as printed material, inserted in an envelope or 
package along with a letter 

3. Enclosure Notation - the word "Enclosure" which is typed under the reference 
initials on a letter to show that an enclosure is being sent with the 
correspondence 

4. Mailing Notation - words such as "Registered" or "Confidential" which appear on 
the envelope below the return address and on the stationery below the date line 

5. Mail Register - a form used in recording information about incoming mail 
whenever: 

• An enclosure notation was typed but no enclosure can be found 

• The correspondence was sent byCertified, Registered, Insured, or other 
special delivery mail services 

• A shipment, which is mentioned in the letter, is being sent separately 

6. Postmark - the date stamped on the envelope when the postage is stamped by 
postage meter, or the date stamped on the envelope by the post office 

7. Priority - order or rank of importance with the highest priority or rank being 
the most important or urgent 

8. Return Address - the address of the sender which may be found in the upper 
left hand corner of the envelope. The sender's address is also shown in the 
letterhead. 




Equipment and Supplies 
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^ B. Steps for Opening Incoming Mail 




Paper Clips Mail Register Tape Folders 



2. Sort and stack mail according to 
size. 

CAUTION! 

Do not open envelopes 
marked "Confidential" or 
"Personal." These envelopes 
are delivered unopened to 
the person to whom they are 
addressed. 
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Incoming Mail 



C. steps for Handling incoming Maii 



1. Pull out the contents of only 
one envelope at a time. 

2. Unfold the letter. 



NOTE: 

Use transparent tape to mend 
a letter If It was torn when the 
envelope was opened. 




3. Set the date on the date stamp 
for the current date. Stamp the 
piece of correspondence with 
the date. 




4. Look for enclosures and 




NOW Is the right tine to consider Investing nore of 
Air United earned a larger net income this past year 
history. Next year is expected to be even better. 


enclosure notations. 




He appreciate your interest In our organlza(:lo)i and 
having you as a major stockholder in the nany years 


5. Place a check mark ( / ) to the 




Sincerely yours » 


left of the enclosure notation 




AIR UNITED, INC. 


when the enclosure has been 
included in the correspondence. 




Lee MUliams, President 

ur« 

>y Enclosure 
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Write "No" in the margin to the 
left of the enclosure notation if 
the enclosure was not sent. 



you requfftt# irt can usually order it for you and hAVf 
tine. 

If you wish# you nay order by aail by uting the enclc 
by phone art alao accepted. 

Visit our store and see if you don't agree that we hs 
selection of office supplies in the area. 

Sincerely yours # 

EASTERN OFPICB SUPPLY OOKPANY 

Mary Browne# Sales (tanager 
urs 

y\/ Q Enclosure 



1^ 



7. Clip large enclosures to the back 
of the correspondence. Clip 
small enclosures such as checks 
to the front of the 
correspondence. 
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D. Guidelines for Deciding when to Save Envelopes 



Attach envelopes to the 
correspondence when: 

1 . There is a difference of ten days or 
more between the date typed on 
the dateline on the letter and the 
date in the postmark. 




J025 ««f ,^"*M0 65B02 



|l8C voUt»l 



2. There is no typed name of the 
sender. 

3. A legal document, such as a 
contract, is enclosed. 



4. There Is no return address on 
the stationery. 

5. An enclosure Is missing. 

NOTE: If In doubt, save the 
envelope. 
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E. Guidelines for Deciding when to write an Entry in the Mail 
Register 



1. Scan the contents of the letter 
for: 

• special mailing notations 

• comments about shipments 
being sent separately 

2. Record the correspondence in 
the mail register when: 

• an enclosure notation was typed 
but no enclosure can be found 

• the correspondence was sent by 
Certified, Registered, Insured, or 
other special delivery mail 
services 




• a shipment, which is mentioned 
in the letter, is being sent 
separately 



ERIC 
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F. Steps for Prioritizing Mail 

1. Place telegrams and letters 
marked "Confidential" or 
"Personal" in a folder labeled 
"Priority Correspondence." 

2. Place letters, memos, and bills 
along with their attachments, if 
any, in a folder labeled 
"Correspondence." 

3. Place newspapers, brochures, 
magazines, catalogs, and other 
correspondence in a folder 
labeled "Other Correspondence." 



DO SKILL SKEIET 1 
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incoming Mail 

Skill Sheet 1 



Directions: Answer the following questions. 

1. The postmarl< on the envelope is October 10. The date on the letter is October 
10. Would you attach the envelope to the letter? □ YES □ NO 

2. The postmark on the envelope is October 10. A Bill of Sale accompanies the 
letter. Would you attach the envelope to the letter? □ YES □ NO 

3. The typist does not type the signer's name, but the signer signs the letter 
anyway. Would you attach the envelope to the letter? □ YES □ NO 

4. The writer types the letter on plain paper and forgets to type the home 
address. Would you attach the envelope to the letter? □ YES □ NO 

5. The sender forgets to send the enclosure. Would you attach the envelope to 
the letter? □ YES □ NO 

6. The sender forgets to sign the letter which is dated October 10. The envelope 
is postmarked October 17. Would you attach the envelope to the letter? 

□ YES □ NO 

7. The sender includes a Lease Agreement with the letter typed on plain paper. 
The sender's name is not typed on the letter. Would you attach the envelope 
to the letter? □ YES □ NO 

8. The letter mentions a shipment to be sent. Would you register the letter? 

□ YES □ NO 

9. The correspondence is a telegram. Would you register the telegram? 

□ YES □ NO 

10. The memo mentions an attached report, but the report is not in the manila 
envelope. Would you register the correspondence? □ YES □ NO 



11. The package is sent by Insured Mail. Would you register the package? 

□ YES □ NO 
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9 mcoming m-tH 

Unit Review 

Directions: Circle the best answer for questions 1 through 5. 



1 Which example shows the correct way to open business correspondence? 




3. The enclosure notation is typed in this location: 

a. between the date and address 

b. below the reference initials 

c. in the upper left corner of the envelope 

4. Small enclosures are attached to correspondence 

a. by clipping them to the front of the letter 

b. by stapling them to the bottom of the letter 

c. by stapling them to the back of the letter 

5. Vv'hich of the following examples does NOT need to be noted in a mail register? 

a. a letter sent by First-Class Mail 

b. a letter sent by Insured Mail 

c. a letter which indicated that a catalog was being sent 

d. a letter which Indicated an enclosure but the enclosure was not found 

6. List two examples of incoming mail that would be placed in a folder labeled 
"Correspondence." 




b. 
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incoming Mail 

Performance Checklist 



student 



has successfully performed the following steps of procedure. 



incoming M3II T3Sks 


Yes 


NO 


comments 


1. Identified and assembled equipment 








2. Sorted and stacked mail according to size 






3. Did not open confidential or personal mail 






4. Used letter opener to open letters 






5. Inspected the contents of one envelope at a time 






6. Unfolded the letter and inspected for any cuts 






7. Checked the date on the date stamp 






8. Stamped each piece of correspondence 






9. Inspected correspondence and envelope for enclosures 






10. Placed check mark next to enclosure notation 






11. Wrote "no" when enclosure was not found 






12. Clipped large enclosures to the ' ""ck 






13. Clipped small enclosures to the front 






14. Attached envelopes to mail when appropriate 






15. Registered mai! when appropriate 






8. Sorted mail in proper folder for delivery to 
correspondents 







Satisfactory 



Should Move On □ 
Repeat This Unit □ 



Student Signature/Date 



Instructor Signature/Date 
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Outgoing Mail 

Introduction 



The average cost of a business letter is more than $8.50. Therefore, it is very important 
that clients and customers receive business correspondence in a timely manner. 
Secretarial/clerical employees can help insure that each piece of correspondence reaches 
its intended receiver by keeping accurate, up-to-date mailing lists of customers and by 
processing outgoing mail correctly. 

This unit shows you how to use the Zip Code Directory and presents the supplies, 
equipment, and procedures for processing outgoing mail. 



Unit Objectives 

After completion of this unit, you should be able to correctly process outgoing mail. 

Specific Objectives 

After completion of this unit, you should be able to: 

1. Select the appropriate envelope. 

2. Correctly prepare envelope and correspondence for mailing. 

3. Weigh and determine correct postage for First-Class Mail. 

4. Use a Zip Code Directory. 



Are YOU Ready? 

Check the statement which is true for you. 



I want to study the information 
in this unit before doing the 
Performance Checklist. 

TURN THE PAGE 
AND BEGIN 

. 



□ 

1 can do the tasks and I 
am ready to do the 
Performance Checklist. 



SEE YOUR INSTRUCTOR 
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A. Terms and Equipment Needed for Processing Outgoing iviail 



• 



Terms 

1. Classes of mail - Outgoing mail may be sorted by classification. The amount of 
postage attached to the envelopes or packages depends upon the class of mail 
used and the weight of the item. For example: 

• First-Class Mail includes letters and post cards. 

• Second-Class Mail includes newspapers and magazines. 

• Third-class Mail includes generally "advertising mail." 

• Fourth-Class Mail includes a package weighing one pound or more. 

2. Mail services - Outgoing mail will receive special attention at the post office if 
the sender purchases sen^'ces in addition to postage. Some commonly 
purchased mail services include Special DelivGry, Insured Mail, Certificate of 
Mailing, Return Receipt, and Overnight Delivery. 

3. Postage - Stamps, a postage meter stamp, or a postage meter label (an adhesive 
strip) which is imprinted with a postage amount. 

4. Rubber stamps - These devices are used for stamping words onto envelopes and 
packages. 

5. Zip Code directory - This book provides information about the Zip Code. The 
purpose of the Zip Code is to help the U.S. Post Office Department deliver mail 
more efficiently. 



Equipment 



ERiC 




Stapler 







Paper Clips Window Envelope No. 10 Envelope 





Manilla Envelope Mailing Label Stamps 

^319 



No. 6V4 Envelope 




Rubber Stamp Postal Scales 
and Ink Pad 







/ ^^^^ — 

















Postage Meter Postage Meter 



Rubber Bands Third-Class Labels 




Moisteners Stamp Dispenser 




Mailing List Zip Code 

Directory 




Postal Tray 



ERIC 
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B. Steps for Preparing Envelopes 

1. Clear work area. 

2. Assemble equipment. 








stapler 



Paper Clips 



Mailing List Window Envelope No. 10 Envelope 




Manilla Envelope No. 6Vi Envelope 



Zip Code 
Directory 





Mailing Label 



Rubber Stamp 
and Ink Pad 



Scan the outgoing mail, which 
has been signed or initialed, for 
enclosure notations or mailing 
notations. (Also be certain that 
the appropriate number of 
carbon copies or photocopied 
copies have been made.) 



„ „, tuItM. « ^^^^ 
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4. Staple or paper clip small 
enclosures to the front of the 
correspondence. 

5. Place other enclosures behind 
the correspondence. 























t 









6. Choose an appropriate envelope. 




TO type a No. 10 envelope for outgoing mail. . . 



7. Prepare the typewriter by 
clearing all margins and tabs. 



CLR 



SET 



TAB 



LOCK 



< 



0 5 

10 A I ' ' 



10 



15 
I I I I 



^2 A M ■ I I I I I I I j I I I I I I I I I I 
0 5 10 15 20 
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8. Set a tab stop at 50 if you ?jre 
using an elite typewriter. (Set 
tab stop at 40 if you are using 
pica.) 



CLP 



TAB 



LOCK 




9. Insert the envelope into the 
typewriter and space down to 
line 2. 
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10. Space forward three spaces from the left edge. Type the sending company's name 
and address in biocl< styie. Use singie spacing. 



11. Return the carriage or "index" down 12 times. 

12. Tab over to 50 (or 40) and begin the first line of the receiver's address. 



10. 3 spaces 



i 



SCHLOSSER CONSTRUCTION COMPANY <r 
44 INDEPENDENCE 
CAPE GIRARDEAU MO 63701 



line 2 



11. 12 spaces 



12. tab 



MRS ROSANNE HILL 
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13. Type the address in all capital 
letters without punctuation, as 
shown. 



MRS ROSANNE HILL 
149 WEST WALNUT 
SIKESTON MO 63801 



14. If the Zip Code does not appear 
on the inside address of the 
letter, consult your company's 
current mailing list. This may be 
maintained on index cards, 
photocopied lists, or on a floppy 
disk. (If the customer or 
company is not listed, make a 
note to add it to the list.) 
You may use a Zip Code 
Directory to locate the 
appropriate Zip Code. 



MOS 

)r 46808 

iTri 46804 

leRd 46819 

46815 

46804 

46816 

;t 46803 

St 4^808 

leAve 46806 

t&Of ...46816 

t 46804 

Dr 46825 

46825 

1 Or 46804 

Dr 46815 

Dr 46j 

Dr. 46825 



FORT WAYNE IN 



RuanfK Dr 46815 

Ru*$i!l BW. 1 46806 

Rudisill Blvd,W 46807 

Rummd Ave 46818 

RumseyAve ^ 46808 

Runnkm Ave 46808 

Rupp Dr 46815 

Rurode la 46809 

Russell Ave 46808 

Rutgers Dr 46819 

RulRsi 45805 

Rutland In 45815 

Saddle Dr, E 46804 

Sagimore Ct 46815 

Saginaw Dr 46804 

Saint Andrews In 46803 

'iaint aairs Retreat St 46825 



ShadytfookDr 46803 

Shadyhurst Dr 46825 

Shafwnar Gr&Ct 46808 

Shalimar Dr ....46825 

Shamrock Rd _...46819 

Shannon Dr 46815 

Sharon Dr 46825 

Shawnee Dr 46807 

Shell Dr 46815 

Shenandoah Dr.E&W.....46815 

Shepherd In 46815 

Sheraton Dr 46808 

Shertwne Bh^d 46805 

SherkJan Ct 46807 

ShefkJan Rd 46803 

Sherington Rd 46804 

Sherman Bfvd 



• 



15. Type or stamp mailing notations 
such as "Insured," "Registered," 
and "Certified" a double space 
below the area where the 
postage will be placed on the 
envelope. 
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16. Fold the correspondence and 
insert it into the No. 10 
envelope following the example 
shown here. 



J 




Fold down 
the top third 



Place ^he Fold up the 
letter on a bottom third, 
flat surface. 



insert letter 

Into 
envelope. 



Turn letter 
sideways. 




17. For window envelopes, fold the 
correspondence in this manner. 



start with letter 
turned toward 
surface. 




Fold down the 
top third. 













1 






















Turn letter over. 



Fold the bottom 
third up. 



Turn letter 
lengthwise. 



Insert Into 
envelope. 



TO address a manilla envelope. 
18. Prepare a mailing label. 
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19. Lift the label from the backing 
strip. 





20. Stick the label In the lower right 





22. Insert the correspondence. 




If using No. 6¥i" envelope, type the address on the envelope In the following 
manner: 



23. Prepare the typewriter by 
clearing all nnargins and tab 
stops. 



CLR 



SET 



TAB 



n 



LOCK 



0 5 

10 A I ' ' ' I I I I 



10 15 

i I I I I I I I I 



^2 A I I I I I I •■> I I I I I I I I I I I I 
" 0 5 10 15 20 



24. Set a tab stop at 25 if you are 
using an elite typewriter. (Set 
tab stop at 20 if you are using 
pica.) 



SET 



clrH 



/ 

L 



LOCK 



r 



15 20 25 30 

I I I I I I I I I I I I I I I I 



I I I I I I I I I I I I I I I I I I I 
20 25 30 35 
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25. Insert the envelope into the 
typewriter and space down to 
line 13 from the top of the 
envelope. 




26. Tab over to 25 (or 20) and begin 
the first line of the address. 



27. Fold the correspondence as 
shown and insert into envelope. 






to t 


1 1 1 1 1 M • 1 


a 









ERIC 







Lay the letter on 
a flat surface. 



Fold up bottom 
half. 



Fold right third toward the center. Insert Into 
Fold left third toward the center. envelope. 



DO SKILL SHEET 1 



13 
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Outgoing Mail 

Skill Sheet 1 



Directions: After studying tine different types of envelopes shown here, answer the practice 
problems that follow. 



1 General correspondence is 
usually mailed in No. 10 
Envelopes. 



2. Use manila envelopes for 
correspondence which should 
not be folded. 



3. Window envelopes may be used 
with general correspondence, 
statements, or business forms. 



4. No. 63/4 envelopes may be used 
with paper which is less than 61/2 
inches across. General 
correspondence may also be 
sent in these envelopes. 




"Advertising mail" is mailed in 
envelopes which have been 
imprinted with the bulk rate 
emblem. 



BULK RATE 
us POSTAGE 
PAIU 
Company's Name 
Permit No. 
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Directions: Write the correct letter in tlie space provided. The answers may be used more 
than once. Some questions may have more than one answer. 



1. A letter and 20-page report 
should be mailed in this 
envelope. 

2. A letter typed on S'WVi" 
stationery would be mailed in 
this envelope. 

3. Advei sing literature mailed to 
300 cu-tomers 

4. Monthly statements sent out by 
a florist's shop 

5. A purchase order 

6. A 5"x 7" photograph 



A. No. 10 envelope 

B. manilla envelope 

C. window envelope 

D. No. 6Va envelope 

E. bulk rate envelope 



ERIC 
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C. steps for sealing Envelopes and Attaching 
First-Class Postage 

1. Assemble equipment. 




Moisteners Stamp Dispenser Postal Scaies Postage Meter Postage Meter 

Label 




ERIC 



3. Press firmly to seal the 
envelope. 

CAUTION! 

Be careful not to cut your 
finger tips on the edge of 
the envelope flap when 
folding it. 

NOTE: 

Envelopes may also be sealed 
by mechanical devices called 
envelope sealers which are 
helpful when bulk mailing. 
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If the pieces of mail weigh one 
ounce or less, attach one stamp 
to each piece, or pass the mail 
through a postage meter which 
will imprint the amount of 
postage. 





6101177 



US.POSIAG? 



1 



5. Weiqh heavier pieces of mail 
individually. Attach the proper 
amount of postage, or reset the 
postage meter for the correct 
amount of postage. 




6. If the item is too thick to go 
through a postage meter, print 
the amount of the postage on a 
meter label. Attach it to the 
piece of mail. 



DO SKILL SHEET 2 
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Outgoing Mail 

Skill Sheet 2 




Directions: After studying a postage scaie and tine postai ctnart stnown tnere, circie the best 
response for tine practice probiems beiow. (You wiii need postage scaies to answer questions 
1, 3, and 5.) 

First-class Rates* for Pieces 
Not Exceeding Ounces Indicated 

1 ounce $0.22 

2 ounces 0.3S 

3 ounces 0.56 

4 ounces 0.73 

5 ounces 0.90 

6 ounces 1.07 

7 ounces 1.24 



4. What is the correct postage for 
the envelope describe and its 
contents? 

a. $0.39 

b. $0.56 

c. $0.73 

5. What is the weight of a 9"x 12" 
manila envelope and 20 sheets 
of paper? 

a. not more than one ounce 

b. between one and two ounces 

c. between two and three 
ounces 

d. between three and four 
ounces 

6. What is the correct postage for 
the envelope described and its 
contents? 

a. $0.22 

b. $0.39 

c. $0.56 



Problems: 

1. What is the weight of a No. 10 
envelope and five sheets of 
paper? 

a. not more than one ounce 

b. between one and two ounces 

c. not more than three ounces 

2. What is the correct postage for 
the envelope described and 

its contents? 

a. $0.22 

b. $0.39 

c. $0.56 

3. What is the weight of a 9"x 12" 
manila envelope and six sheets 
of paper? 

a. not more than one ounce 

b. between one and two ounces 

c. between two and three 
ounces 



d. $0.73 

*The first ounce costs 22 cents. Each additional ounce costs 17 additional cents. For pieces 
over 12 ounces, see postal brochures on First-Class Zone Rated (Priority) Mail rates. 
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D. Steps for Speeding Mail through t'le Post Office 

1. Assemble equipment. 




<3> 



Rubber Bands Third-Class Labels 



Proc«nyofUS S«rvic« 



Postal Tray 



To assemble First-Class Mail. . . 

2. Sort envelopes according to size. 

3. Keep nnetered nnail separate 
fronn nnail with postage stannps. 
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4. Sort envelopes in Zip Code order. 

NOTE: Although some 
envelopes will have 9-digit zip 
codes (63701-3486), consider 
only the first five digits when 
you are sorting for bulk 
mailing. 



Budget Accounting Company 
SbO First Avenue 
St. 'ouls, HO. 63044 



Budget Accounting Company 
560 First Avenue 
St. Louis, Mo. 63044 



Budget Accounting Company 
560 First Avenue 
St. Louis, Mo. 63044 



Robertson Manufacturing Company 
345 Bast Madison Avenue 
Maryvillo, Mo. 63701 



Supply Company 
ter Street 
, Mo. 63801 



)st, Inc. 
»nue 
. 63901 
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To bundle Third-class or Bulk Rate Mail (at least 200 pieces of mail). 



5. Sort the envelopes in Zip Code 
order. 



Budget Accounting Company 
560 First Avenue 
St. Louis, Mo. 63044 




Budget Accounting Company 
560 First Avenue 
St. LouiS/ Mo. 63044 




Robertson Manufacturing Company 
345 East Madison Avenue 
Maryville, Mo. 63701 



Arrow Supply Company 
12 Sutter Street 
Conner/ Mo. 63801 



6. Bundle together envelopes 
addressed to the same 5-dlgit 
Zip Code. There should be at 
least 10 envelopes in the bundle. 
However, a bundle should not be 
more than 4 inches thick. 

7. Place a "Red D" on the top 
envelope. 




r — 

budget Account 




J Company 


560 First ^ven 




St. Louis, Mo. 




)044 












Robertsc 






34S East 






MaryvilJ 









manufacturing 
idison Avenue 
Ko. 63701 



pany 



r 
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8. Bundle together the remaining 
envelopes with addresses that 
have the same first 3 digits. 

9. Place a "Green 3" on the top 
envelope. 




10. Bundle together remaining 
enveiopes with addresses that 
are within the company's same 
state 

11 Place an "Orange S" on the top 
envelope. 

_-rrz= 



r 



Budget Accounting Company 
560 First Avenue 
St. Louis, Ko. 63044 



Trenton Office Supply 
24 EasK. billow Street 
Columbia, Mo. 65603 



Budget Accountitkg Company 
560 Fitst Avenue 
St. Louis, Mo. 63044 



Andrew Publishing Company 
222 Main Street 
Bakersfield, Mo. 64918 
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Budget Accounting Company 
560 First Avenue 
St. Louis, Mo. 63044 



E 



Financial Review 
1022 Rangeline 
Parker, Mo. 63904 



oratories 
e Avenue 
Mc. 64i»76 



J 
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13. Place a "Facing Slip" on the top 
of this bundle. 




14. Place bundles in Zip Code order 
into a postal tray for delivery to 
the post office. 



NOTE: 5-dlgit mailings (red D) 
are placed in front of the 
tray, followed by 3-dlglt 
bundles (green D), followed 
by same state bundles 
(orange S); the last bundle In 
the tray will be for mixed 
states. 
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12. Bundle any remaining envelopes 
with addresses that are outside 
the company's same state. 



I 

Budget Accounting Cor\pany 
560 First Avenue 
St. Louis, Mo. 63044 



vv.r» E 



Conway Tailoring 
91 Jefferson Avenue 
Richroond, California 92563 



Budget Accounting Company 
560 ?irst Avenue 
St. Louis, Ko. 63044 



Twin Oaks Towers 
22 Evergreen Street 
Lynwood, Oregon 91817 



Budget Accounting Contpany 

560 First Avenue - - 

St. Louis, Mo. 63044 Vuftvff^' ^"^^^E 



Bishop Hauling 
400 Olive Avenue 
Salen, Oregon 91813 



Budget Accounting Company 
560 First Avenue 
St. Louis, Mo. 63044 



IX?ly Truck Lines 

560 Truman Soulevard 

Cod^r Grove, Louisiana 71604 



4 



ic 

t Str.-et 
Oklahoma 74503 
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E. Steps for Using a Zip code Directory 

A Zip Code Directory usually is divided into three major sections. 

• The introductory pages may include a Table of Contents, a List of Zip Code Maps, an 
Introduction, an Index, and a List of Postal Rates. 

• The major portion of the directory is the listing of cities and Zip Codes. 

• Large cities are usually assigned more than one Zip Code. Information concerning a Zip 
Code for a particular street address of a large city may be located in a Zip Code 
Directory's appendix section. 

To locate a particular Zip Code, follow these steps: 



1. Find the index to states. 



Find the state you need, for 
example, the state of Indiana. 
Write down the number of the 
page given. 



NATIONAL riVE-DIGIT ZIP CODE and 
POSi OFFICE DIRECTORY 

STATE LISTING 



ITATl 

ALABAMA . ^ 

AlASltA^^*.. « . 

AJtlZONA .... 
AJt KANSAS^. _ «^ X 
CAUPOINIA .. .V . 
C01X>JU00_ . 
CONNECTICUT.. . , 

DCLAWAU. . 

OlSTUCT OF COtUMIU 
FLOKIDAk. 
CEOROU... . . 
HAWAII. v„ . . 

IDA1K).. . * - , 
ItUHOlS.. ^ 
INDIANA-^.*, . , 
K}WA.^^ ... 
KANSA1„„ - , 
KEK7VCKV, . 
LOUISIANA « . 

MAINC .. 



'ACS ffTATI 

21 NCWHAHKHIXE . v 

« NEW;e*5EY . . 

7J NeWUEXlCO V » , 

105 NEW YORK. 

12) NORTH CAXOUNA^ 

Jit HORTtlOAXOTA^^ . 

Hi OHIO.. ^..^ . .. . , 



J17 OREO0N«<.«^v 
405 fENNJYLVANIA«« ^ 
J73 PUERTO WOO. . 
m RHODE ISLAND, . . 

4)7 SOUTH CAROLINA . 

4*3 SOUTH DAKOTA, .v^.*. 

TWNES5E. . 
m TtXA$^*«.o— «™. 

733 UTAH. » 

7J3 VERMONT , 

m VIROINW*.^ ^» 

I)) VIROIN ISLANDS « 



11)1 

1171 
HIS 

lUi 
1)11 
1)1) 

140) 

14) 1 
1441 

15) ] 
IMS 
IH) 
IS«7 

ms 

14)3 
110) 

iiii 

1123 
1113 



3. Turn to the page indicated. If 
the city (post office) you need 
should be Arlington, Indiana, look 
down the alphabetical listing 
until you find Arlington and its 
Zip Code, 46104. 

4. If the post office you need is 
Anderson, you should turn to 
the page indicated. 



STATE LIST OF POST OFFICE 



AmOf Hendricks..... 
AN9ERS0N, MacSson, f C 
(SEEPAGE 698) 

ASx 

BSx 

Chesterfield 8 x 

Andrews, Huntington 46702 

Aflgoli, Steuben, G C. 46703 

Arcadlj, Hamilton. 46030 

AfwlJ, Allen 46704 

Ar|o$, Marshall, C... 46501 

Arllnfton. Rdi 46104 

Ashlay. De Kafc 46705, 

Athens, fuitcn 469 W 

AtlinU, Hamilton 

Attica, f(wntain,GC .wC^jJo 



Post ctia and county 

^^3liClafksHill.TiP(ecjnoe. 
V*|ClifksvilIe.Bx 

'Uy Crtjr, day. C . 



tjrton. Jtoich^. 



2IP 

4?930 
.47130 

mn 

4SS10 

vCrjtk, Monroe 47426 

fm'anU B X \»iti!)i^ti.^ . 46234 

til ?rord. Barthciomew.. . 4?226 

iflton,Vwrni2>ofl.GC ^-4/842 

Inerdale. PulMa^..^ 46120 

^Cctl City, 0*t<u™. 47427 

Ct^lmont, Oti.....^^. 4784S 

CoitesviiJj. K<«VidL$__46I21 

Co\bm,T^*at}C!t^, , 47931 

ColfJi, Ctotw/ ^^^._4$03S 
Coileeeviile, B x Rensse!!3ef...47978 



Ocwntown, S x 

{Sm Munc»e) 
Downtown, S x 

{See Ufayeite) 
Downtown, S x 

(See Kokomo) 

Dublin, Wayne , 

Dubois, Dubois 

Duuer. Syll/vM 
Dunkirk, Jay.GC 
Ounrelth, Kwiiy 
Dupont. Kersoo..., _ 

Oyer.Uie.C „ 

£ir1hifli. S Rjchflx»J^ 

£irl Park, Benton 

Rai^CPO 
Cast Cedar Lake, 00 
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If the company you are writing 
to has a Post Office Box number 
of 1109 and is located in 
Anderson, Indiana, the Zip Code 
for the company would be 
46015. 



ANDERSON IN 



POST omcEs wrta str 



ANDERSON IN 

POST OFFICE lOXES M/UN 
OmCE, STATIONS ANO 
IRANCKES 

EoxN» 

1-209 QtiUm 

bf 46017 

1-1320 BSta 46015 

1571-lSSS ASti.__..46014 

2000-2792 Main 

Wfet 46018 

IUItALR0(nE3 

1.2M5.6.7M10 

11 icnn 



Tnvtta Rest, Rfi 8, Bo 

442 46011 

Vidm 1803 E 8th St.... 46012 
Vctos, 2012 E 7t)i SL.. 46012 

miLOWfiS 

Anderson Bxik, 931 

ItetfM St . 46016 

Andnon FedenI Smiq, 

100 West lift St 46016 

QtioiB Pto, 800 ;:3n 

St 46016 

Hal, 120 ESttiSU. 46018 



.46014 



Admifustntion, 2401 
Cokmtw Ave. 



BdnrSt 

BaWwRd 

B«>«*Way. 

Bess BW. 

BettOr 

6eiiao¥.M 

2400-2499 

2500-2899 



BetuUSt 

Ct 



■wniStEiW. 

Bitttrswiet Or & Ui. 

BbcMoot Of 

Blue&JsjCt 

BoulevanI Wjy 

BoxwxxJDf 



If the company you are writing 
to has a street address of 436 
Merio'ian and is in Anderson, 
Indiana, the Zip Code for the 
company would be 46016. 



MeiotVLn 4S012 

Melfose Ct & Dr. 46011 

Memory In. 46011 

Mfiridan Rl 46016 

MefkoanSt 

400-1899 46016 

1900-3099 46014 

6900-6999 46013 

Michael Ui 46012 

Michael SI 46013 

Middieway Dr.... 46011 

Mill St 46011 

Mill Stream Ln 46011 

Millcreek Dr...-. 46017 

Miller Ave. .46016 

Milton Ave. 46012 

Mimosa In. 46011 



1000-1899 4C316 

1900-5299... 46014 

PencXetORAw 

200499.... 46011 

500-999...... 46014 

lOmm 46011 

PsRhingOf.. 46011 

Pfiip$T)r. 46012 

PiccadilNRd. 46014 

Rett BW 46011 

Rck Avt 46017 

PineSt,E&^.. :......46012 

RttSt 

2100-3999.. 46014 

4200^99. 46013 

Rantation Or. 46013 

ReasantWav. 46013 



6000 
Schools 
Seminok 

sSSfl 

3!kin!e( 

SheffieU 
Shellbad 
Sheohen 

Sheridafl 
900-; 
140O 
1900 
6S00 

Shennar 



DO SKILL SHEET 3 
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Outgoing lusaii 

Skill Sheet 3 



Directions: Locate the Zip Codes for the following addresses of branch offices of the Adams 
Corporation. 

1. Adams Corporation 5. Adams Corporation 
79 Westerly Avenue 147 North Main Street 
Bethel ME Sioux Falls, SD 



2. Adams Corporation 
19 Adams Boulevard 
Barker, TX 

3. Adams Corporation 
2702 Braemor'e Road 
Columbia, MO 

4. Adams Corporation 
4710 Whitney Drive 
Fayetteville, NC 



6. Adams Corporation 
707 Market Street 

St. Louis, MO 

7. Adams Corporation 
302 North Linn Street 
Garden City, Rl 

8. Adams Corporation 
270 East Parker Road 
Sunnyside, WA 
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Outgoing Mail 

Unit Review 



Directions: Circle the letter showing the best answer for each question. 

1. An invoice should NOT be mailed in this kind of envelope. 

a. No. 10 envelope 

b. manila envelope 

c. window envelope 

d. bulk rate envelope 

2. Bulk mail is an example of: 

a. ■ First-Class Mail 

b. Second-Class Mail 

c. Third-class Mail 

d. Fourth-Class Mail 

3. An enclosure notation is your c\us for.- 

a. affixing extra postage 

b. attaching enclosures to the correspondence 

c. photocopying an extra copy 

4. Use a zip code directory to find zip codes for the following cities. 

a. Sweet Water, IL 

b. Box Number 5001, Portland, ME 

c. Hatton, VA 

5. Correctly fold the letter on the next page and insert it into a No. 10 envelope. 

6. Weigh a No. 10 envelope and four sheets of paper. Answer the following 
questions. 

a. What is the total weight in ounces? 

b. How much First-Class Mail postage would be affixed to the envelope? _ 

7. Draw a line from the name of the equipment to its correct picture, 
a. meter label -u^ 




e. 



d. 



c. 



b. 



mailing label 
stamp dispenser 
rubber stamp 
moistener 
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Mountain Plains Chemicals, Inc. 
334 Jefferson Street 
Reeds Spring, MO 65737 



August 22, 1986 



Mrs. Jennifere Collins 

123 Wendle Une 

Reed Springs, MO 65737 

Dear Mrs. Collins: 

Your request for a charge account at Mountain Plains Chemicals, 
Inc., is very much appreciated. 

Your request is being reviewed. However, we need your help. 
Please supply the following: 

Application was incomplete. Please supply the data 

indicated. 

Application was incomplete. Please sign the application 

as indicated. 

Please provide the names and addresses of two references. 

Your application will be processed as quickly is possible. In the 
meantime, Mrs. Collins, you may be interested in our end-of-the- 
month specials on supplies for your swinming pool. In addition, 
bring this letter with you between the 25th and the 30th of this 
month for a 10 percent discount. 

Sincerely, 



Carolyn Merrick 
Customer Accounts 

CM/cr 



Note: Use this letter for question #5. 
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Outgoing Mail 

Performance Checklist 

has successfully performed the following steps of procedure. 



Outgoing Mall Tasks 


YG5 

1 




LC/WIlMcnCo 


1. Identified and assembled equipment 








2. Scanned outgoing mail for: 








signatures 








enclosure notations 








mailing notations' 








3. Clipped enclosures to the correspondence 








clipped small enclosures to front of correspondence 








clipped other enclosures to back of correspondence 








4. Chose an appropriate envelope 








5. Typed senders name and address on the envelope: 








spaced down to line 2 of the envelope 








spaced forward 3 spaces from left edge 








typed senders name and address in block style, 
single space 








6. Addressed a Number 10 envelope: 








cleared all margins and tabs 








set tab stop at 50 (elite) or 40 (pica) 








spaced down to line 15 








typed receivers name and address in all capital letters 
without punctuation 








7. Addressed a Number 6% envelope: 








cleared all margins and tabs 








set tab stop at 25 (elite) or 20 (pica) 








spaced down to line 13 








typed receivers name and address in all capital letters 
without punctuation 








3. Addressed a manilla envelope: 








prepared 2 mailing label 








attached label to lower right area of manilla envelope 








9. Used Zip Code directory when needed 








10. Labeled envelopes with mailing notations when needed 








11. Folded correspondence for: 








Number 10 envelope 








Number SVa envelope 








Window envelope 








12. Sealed envelopes 








13. Weighed envelopes 








_14. Affixed postage 








15. Assembled First-Class Mail: 








sorted envelopes by size 








spearateo metered mail from mail with postage stamps 








16. Sorted postage bv Zip Code 








17. Bundled Third-Class Mail: 








bundled and labeled envelopes addressed to the same 
5-dlgit Zip Code 








bundled and labeled envelopes with addresses having 
the same first 3 digits 








bundled and labeled envelopes with addresses in the 
senders same state 








bundled and labeled "Mixed States" envelopes 








placed bundles in Zip code order into a postal tray 









Satisfaclory - Should Move ""n □ 
Repeat This Unit □ 
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Decision Making and Organizing work 

introduction 



Knowing Inow to organize your worl< and mal<e effective office decisions will increase 
your productivity and help your office to run smoothly. 

As a clerical/secretarial worker, you will have to make decisions which affect office 
production and work flow. To help you make the best decision there are several factors 
which you wiii want to consider before making that decision. This unit will help you to make 
the proper decision, and to organize your daily office work. 



Unit Objective 

After completion of this unit, you should be able to apply decision making and time 
management principles to solve office problems. 

Specific Objectives 

After completion of this unit, you should be able tO: 

1. Organize office work. 

2. Use the five-step approach to make decisions. 

3. Use the five-step approach to solve problems. 



Check the statement which is true for you. 



□ 

I want to study the infornnation 
in this unit before doing the 
Performance Checklist. 

TURN TO NEXT PAGE 
AND BEGIN 



□ 

i can do the above tasks and I 
am ready to do the 
Performance Checklist. 

SEE YOUR INSTRUCTOR 
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A. Terms and Equipment Needed for Making Decisions and 
Solving Problems 

Terms 

1. Daily schedule - plan of when to do tasks which must be performed every day. 

2. Prioritize - put work tasks in order according to their importance. 

3. Procedures manual - a book that outlines procedures for filing, telephone 
service, postal regulations, word processing, reprographics, etc. 

4. Work flow - office plan telling who handles which items or tasks. 
Equipment 




Procedures Manual Desk Calendar 



348 
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B. Guidelines for Organizing Office Work 



study the company procedure 
manual to become thoroughly 
familiar with your company. 



Procedures Manual 



Filing Procedures Continued 



9. Prepare charge slips in duplicate 

a. File the original in the tickler flie 

b. Place the copy In the 



27 




9 



2. Be familiar with the work flow. 



Procedures Manual 



Mail Procedures 



23. Mail Is picked up fronfi each building 
by 4:00 p.nfi. and delivered 
to the nfiail roonfi for clerks 



54 
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3. Organize your workspace by 
arranging only necessary 
equipment (such as the 
telephone) on your desk top. 





5. Plan your daily schedule. 



1-30 
1-45 
200 
2 :15 



2:30 



245 



5:00 Frfit.t$$ acrffOfno maf/ 



IAS 



3:30 UfifcttL ^tY ^-rK/lUrS C.7iien^!ir 



_M5 



400 flit 



4:15 



4'30 S-fTT^t^hfih ILLYilon Ar^^a 



445 




ERIC 



350 

6 



Clerical/Secretarial Supplementary Units 

Decision Making and Organising work 




351 



7. Set deadlines for completing 
each task. 

NOTE: Estimate the amount of 
time It will take to complete 
a task and multiply that 
amount by 1.25. 




8. Concentrate on one task until it is completed or until a logical stopping point is 
reached. 




3172 
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9. Work on difficult tasks early in 
the day when your energy level 
is higher. 




10. Work on easier tasks when your 
energy level is lower. 




DO SKILL SHEET 1 
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Deci^^ion Maicing and Organizing work 

Skill Sheet 1 



Directions: Study this job description and daily calendar. Then answer the questions that 
follow. 

Job Description: You V\/ork in the technical services department of your corporate library. 
Some of your responsibilites are as follows: 

-process orders for books, films, and video tapes 

Sometimes the requests for these items are notations in the margins of 
.sales letters. 

Sometimes the requests are just iT.emo requests, and you have to check 

publishers and prices. 
You type purchase orders but must check with supervisor if the price 

exceeds $100. 

You get apprc^riate signatures for the purchase orders, 
--process requests to preview films and video tapes 
-send notices that the materials requested have been orde^sd 
-send notices that the materials requested have arrived 
-assign code numbers to new materials and enter the data in the computer 
-select appropriate mail service for returning previewed or damaged materials 
-set up previewing sessions 
-take appointment requests for video taping sessions 
-schedule films and tapes for meetings 
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You have planned your workday as Illustrated by the sample calendar 



shown here. 



Dally Calendar 



March 10 



,8.00 Check desk calendar for anv deliveries that need to be made 

-M5 . 

8:50 Make deliveries 



9QQ 



9:15 Open incoming mail for i.\e department 



9:30 Proces s purchase requests 



1000 



10-15 



1Q;50 BreaK- 



10:45 Assign code numbers to new materials 



1100 



11:15 .-Prepare notice to offices about new materials 



11:45 



1200 



12-15 Lunch 



12:50 



12.45 



JLQQ_ 



1:15 Make afternoon deliveries, if needed 



J:5Q_ 



_i-45 Open incoming mail for the department 



2:00 Process purchase requests 



2:30 



2:45 



?;0Q 



3:15 Break 



3;50 Process outgoing mall 



545 



4:00 UPdat<> computer list or do fiiln g 

4:1$ 

"4-30 ; 

4:45 



Questions: 

1 . What tasks are performed by this person each day? 



n 



Which tasks require the most attention and energy? 
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Clerical/Secretarial Supplementary Units 

Decision si/iaking and Organizing work 

C. steps of Procedure for Making Decisions using the Five-Step 
Approach 

R^ad the following situation and sec how the Five-Step Approach can be applied to it. 

Situation: You arrive at Building B Conference Room with a video tape. No one seems to 
know anything about the tape. You call your department and find that you were supposed 
to take the tape to Building D. The people there were getting worried about whether the 
tape would arrive in lime for their meeting and had called your boss about the delay. 





• 
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3. Identify alternative solutions. 



Say nothing upon your return 
to the office. Your boss 
think it it was your fault. 




or 



Apologize briefly upon your 
return to the office and promise 
that it will never happen again. 




or 



Double check your instructions 
with your supervisor when you 
get back to your desk. 



or 




,ERIC, 
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Call all offices to confirm their order 
of materials for conferencfc^ before 
starting out to make deliveries. 



or 




Complain loudly whfjn you determine 
that someone else made the 
mistake. 




4. Select the best solution. 

(Think about what would probably 
happen if you choose each 
alternative.) 




358 
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5. Implement the solution. 



Tactfully help other offices and 
co-workers in your own office to 
understand that the whole 
department benefits when messages 
dre accurate. 




DO SKILL SHEET 2 
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^ Decision Making and Organizing work 

Skill Sheet 2 



Directions: Reread the job description given on Skill Sheet 1. Solve the cases given below 
using the Five-Step Approach. 

Case A: You receive a telephone request for a video taping session this afternoon at 2. 
The technician is attending a training seminar and will not be back until 5:30. 

Problem: 

Facts: 



Alternatives:. 



Best Solution:_ 

How the Solution Will Be 
Implemented: 




Case B: Your supervisor is away for two days for an out-of town meeting. You receive a 
"rush" request for a film which costs $185. Your supervisor must approve and sign 
purchase orders over $100. 

Problem: 



Facts: 

Alternatives:. 



Best Solution: 

How the Solution Will Be 
Implemented: 
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Decision Maicerag mtit Organizing work 




D. Guidelines for Problem Solving 

The Five-Step Approach for decision mal<ing and problem solving was illustrated 
in Section C. This section presents a different problem situation, and additional 
tips are listed to help you in accomplishing each step. 



Situation: Department X used Conference Room 22 for two hours last week 
and this week. During their meeting last week, they viewed a 20-minute video 
tape. This week they viewed a 15-minute video tape. Department Y was kept 
waiting for ten minutes this week to use the same conference room. 

1. Identify the problem -- have a 
positive attitude. 




2. Identify the facts - avoid guessing by: 
• gathering information, 





\ll 1}l 



8- 
9- 

11- 
12- 



"...and Department Y 
employs 6 people." 




PERSONNEL \ 



recording, and 



_Conforc->ce Room« 





Room 


Seating 




Levol 


No. 


Cav^acity 


Screen 


Crouno 


03 


12 


Yes 


First 


19 


9 


Wo 


Third 








Fourth 


47 


10 


Yes 



V 



D<ot S 



V0-)5 Z^hfT 



J 

J 

i 

1 

1 

1 



2. hft 



1 g 



2: 



IK 



IT 
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Decision Making and Organizing work 



analyzing data carefully. 



1 




/.I 




1 

1 












J. 


yM/5<^ fffii>,n -the CDnih^^r^^ room is 




\^nnjCeHi -for +ijoo hoar^ .D/^^^r+t^^e^rt* X 
















1 Tk<^re. are. -^ikj^. /irpattmei^ . 












1 1 1 1 1 1 



3. Identify possible solutions. 

Allow sufficient time for tiiinl<ing 
througii a problem and for 
considering different ways of 
approaciiing a solution. 



"This problem isn't urgent so I have time 
to come up with a goo .", solution." 




Include activity in problem 
solving by: 

• forming a mental picture, 



To: Personnel 

Prom: Corporate Library 

ANNOUNCCMENTI 

Conference Room 22 must be booked 
one week in advance. Only one meeting 
in the morning and one in the afternoon 
can be scheduled. 
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a'rawing a flowchart. 







Department 






Calls 




1 




Write in 






Date on 






Calendar 




1 




Write in 






Reminder Note 






30 Minutes Ahead 




1 




Check 






Calendar 






Daily 




1 




Thirty Minutes 






Before a Meeting, 






Call to Ask 






How Long Meeting 






Will Last 







or by drawing a diagram. 



Reqaests for 
Conference Room 22 

Department Name 

Date of Meeting 

Beginning Time Ending Time . 

How Many Persons 

Will Audio Visuals be Needed? Y — N . 
If Yes, Name of Tape or Film Requested, 



Requested by 
Approved 
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Eliminate solutions that do not 
seem to "fit" at this time. 




5. Implement the solution. 



DO SKILL SHEE 3 



ERIC 




"Miss Jones, IVe been trying out a 
new form which helps me 
schedule the Conference Room. 
I would like to tell you about it.'* 



/ SUPERVISOR\ 
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Decision Making and Organizing wor k 
Decision Making and organizing work 

Skill Sheet 3 

Directions: Read each case below and use the five-step approach to decide whether the 
work requested is a "1," "2," "3," or "4" priority. Fill in the blanks to show the steps in making 
these decisions. 

CASE A: It is time to take inventory of the equipment in your 

department. You must verify the location of 12 pieces of 
equipment which appear on a computer list. The completed 
inventory is due in 10 days. 

Problem: 



Facts: 



Alternatives: 




Best Solution: 



Implement: 

Priority: 

C/\SE B: You return from afternoon break to find two notes Cii your desk. 
The video technician leaves a note that you are to call and 
postpone a taping session scheduled for tomorrow morning. The 
second note is from your boss. She needs a comp'iter printout of 
all the additions to the library since the beginning of the year. 

Problem: 



Facts- 



Alternatives- 



Best Solution; 



Implement; 

^ Priority of Rescheduling the Taping Session: 



Priority of Running the Computer Printout: 
Er|c 3^7* 25 
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Decision Making and Organizing work 
Decision Making and Organizing work 

unit Review 



1. List two suggestions for being organized. 



a. 
b. 



2. List tlie categories for prioritizing tasl<s. 

a 

b 

c. 

d. 



ERIC 



3. List tlie five problem-solving steps. 

a 

b. 

c 

d. 

e 



A. 
B. 
C. 
D. 
E. 



4. Using the job description from Information Sheet 1 decide if the 

following tasks are 1, 2, 3, or 4 in priority. Assume today's date is May 14. 



A 
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VACiTioa 9Z3imx rot tbz txcbxical sm icss DsrumooiT 

Juoc 1, 19S6 - July 27, 1986 

Jun« 4 - Junt 6 Cherrl HllUr 

June 11 - June 21 Hichael Dupree 

Junt 18 - June 22 Suian HulC 

June 25 - June 29 PaCrick Hurley 

July 9 - July 13 Lorett« Pence 

July 16 - July 20 John Lopcx 

July 23 - July 27 Helen Harie Feeney 



3fi8 



1956 coimau9CE DesicK oontirns uvim mat caktaioi keetxhc 

Friday 9 Juac 21 
nOPOSEP ^qcVAA 



B 



VcUottc and Introductiona 

Logiftica announcraend 

Oricncotion and briefing 

Report on «xhibi(or*t »ec(ing 

Objectives of Che Conference 
Comi((ee 

Evalua(ion/reac(xona to (he 1985 
Conference and resulted recocoen- 
dationa 

Tour o' TOfiference faciliciea 
Prograaning for 1987 



faraon KespooaibW 
Robert Train 
Freeda rortensen 
,Tivv Blattel 
Suxanna Caffaney 
Karie Hill 

Louia Tac« 

Nonsan •.»rner 
Kichael Dupree 




editorial 



C 



Do we know 
what 
white-collar 
productivity 
really is? 



M^'fll IA€ HHtC. 

More iMMl(«iM( rw^t off 10 MImimk 

»ktic-<otUf »<eJ«Kii«rfy,K w(m 'S'f 1 1 Mcd to r(^r<A< %Ml 

MOffOtcr, ^ •>( Med i« ctiiHu t ui U |w4(kA<t for 

fto^U**) , iKc o/Thc fit • w >Al) 4 fKrctm TM)* ' « 
crt Iff (wrroncd tjr i^Jim ^ (^wym**!. wd r«cieor 
1 > U( «tt > I J f Ktrd , Ihcrc •«. it N rof f t»<n< fit l«d ^nt>ri<«' 

MMy o/r<« (i(cuti«(t ituf tfit'v f twf fof tM o^ ■ riiu« 

ti>» For(ii*^.r3<eUii>wr5t* )90toC4*Mf aco...^^ft<4 
l)fiU MtiK i «orJ ffOkd^ I'ti u ^« ftti* »OfiiiiiMi Fw 
CM tuttf Uiti • 4o '.V *«MM iKc «( tM Ul< 

KCOf^t WtAtitcKM. r'Xf ktutf «i<Hrt«HM' ^ ll4 

like. T>« ^Oftud ol t^0*( wnKf t f MuiKC t AAd :/ni*4i 

dtf((», I Ad IK< (tU 0(iKck«rJ«W( lOf OdtfCf |K« dAU >OuM U 
IIVXMfd 10 |K< ikOAtUtiW* It 'W f>C«0<y. iKc «U(iMf |*d 

AIm tM >ird»tKU ik«t <r4iwc «»««k mi iKc fKieor do«i 
t4tt%\3*iiy iffl) l>« ofT^t T>*r( » I M(d to d<«()<»f Wiicr 

}f»#dMi<it to i«e4Wf ( iM irw« roMtik^ of tkiai ii^ •rr<(« 
o/i(*dir(f(M Ai«*kur<>^»%rfv«iv<ti*ri>#ivfiwr(d*wi>«ft^ 

mhttt 4c*\ likf MforfiuK* tuiU(«rt nofi rcJIy b«> 
CO«c^»Jactikt* ^^■tn,<^4(nA/( t><ti(r kWc 10 avlf f^*^r< 
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KittoAii Wwci:i:» fr^ft*'- 
Hiriin^ CclUei '.tt\t% 

(Ml) 2»'2(» 


•»!/ teisfrojsr 
plus c<t<i09 


AKtlCAif SOCim ttXlHlM 

f . 0. lot S]07 

Kt^ltOA. rfltMMln $3705 


•Trelftlftj fll* Inde** " 


»!U C0WJNlCA1i:iS. txc. 
< SwtSldftrj of ttc li;fc«v 
•f IUtlOA4] Affairs^ Inc. 

tbckvlllc, Ki7)r)«-.< 20eSd 
(901) XI-OMv 


*Ntk1it9 KuiMn Retevrces Prod^ttlve' 
*lttlMtlOA end frotf«Kt1«1t7: A 

S«r1»4,- 
plirt citilcf 


OM riOOUCIIONS. IkC. 
Division Of ncCr««.Hin f 11«s 
USO Cuclld stmt 

>t>nU<. ailf. 90404 




owsCK OF comtnc. u. s. 

111$ H street. N.V. 
Vtthtnaton. 0. C. 200«2 


«0»ie Promise of ProiwctNUy' 
'^8111 THere Almy^ l« in Cn9l*«<»" 


coiLCT cvatiis 

IPI M. us r<)MS Ivenue 
Mo11/«oo«. C|11fO«Tl3 »09» 
(213) 4(7-U01 


TIM of Your life* 


BWT«U COVCWIIM . 
4C(0 lUfeftS««ootf Avt'wt 
Ch1C4«. ininois ^43 
(]|2) S(1>4099 


*U1S Kitter Of rtotlvitlon* 
(bisfc fll* elvs twelve case w.tf 

fllKS) 


OCVtlO»»Cff Dl'l'JSniS. Inc. 
2M Kt. ItCtnon DfC. Suite 419 
Mtt»tbr(^. Penrit. 1S2U 
lv12l }4^S(SS/9S)( 




CMMIAM LIfC INSUUACC 
201 Pirt Avenue S«vt^ 
rfw York. TOrk 10017 
(212) 47»XO 


'Culrdlin life* 


J. J. K£W(CSSY 
fOO P<1« ATtnut 

South P<S<^M. Cillfonli 91090 
(213) U2*23S3 


•fl res ton«/2 J/28" 





MCPA 



Amend n ln*ll(ut e ol Certified Publte Accownttnt* 



E 



Ccir CoMeigvt: 

As » CPA. ySu spend your eirly jreirs workln? In in envlronnent that stresses 
technical eicellence. lut as your responsibilities Increase you are required 
to mn coftSvltlng; tut Mans norc reports. InUrvlews. and 1etur» • rore 
direct connjAlcfitlng with your clients and colleagues. 

UnfortunaUly. Mty potentially successful CPAs Mve not MStered the funa- 
Mntals of tffectlvt comi^lcatlon needed for success. 

10 help you 1«cr,fC your COirunlcatlOn skills, th* AlCPA Is Offering an 
eiclting audio*cassette/Horkb<>ok prograa called 

Executive Writing, Spooking, 
and Listening Skills ,26 •d. 

IMS co>nprehenslvc prograswltl Uaeti you to bltnd graiMr. t&ne. »n< word usas« 
Into effective reports, iieftes. proposals, and letUrt. You will learn to 
listen More effectively and read fas Ur. with bctUr oMprttienslon. 

All of this InportJnt Infonutlon Is clearly prti « an sli onc>hour audio- 
cassettes so yow can listen and l«am at your convenience. 7>ils prograa also 
Includes a corprchenslvf workbook containing C^rU, exhibits. ^uesttOf4. and 
prt> and poit>tests to Help gaugt yout comprehension, lihen you send In the 
Usts. our Instructors will grade thett and send you the results. 

7>iis Is an Important opportunity to becoc« •ore successful through wcrt skillful 
coerunicatlon. follsl'jd (oi««ini cation skills will help you get your ideas 
uross. get action or your pr&posals. and be recogr.lied as a capable consultant. 

I urge you to send 'or C iecutlve Writing. SMaklnp. and Listenino SkllU td.^. 
today. 

Sincerely. 



(Ut I. Cruse. Jr. 
Hanging Olriv^r 
Continuing Professional Cdv<atlo(i 



P.S. Uc rtfCO«r»nd this progriM for Continuing education Credit: I? hours. 
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Decision Malting and Organizing work 

Performance Checkiist 



student 



has successfully performed the following steps of procedure. 



Organized Office work 


|Yes 


No 


Comments 


1. Reviewed compan/ procedure manual 








2. Reviewed work flow 
















d P);)nnpd d;)'iiv Qrhpdiilp 








^ Prlnrlfl7PH faQl^Q 

rllUiltl^CVJ ta3N3 








fi *?pt rlpaflllnpQ fnr facte 








7 *?ravpd nn fact 








R rnmnlptpri riiffiniir faclrc parlv 








Q rnmnlptpri pacipr facte af "*w/ pnprnv Ip\>pI flmpc 

^1 VtfUllipiCkCU Ca3ICI ta3N3 at W CllCl^y level tllllCb 








Used Decision Making Techniques 


Yes 


No 


Comments 


1. Identified the problem 








2. Identified the facts 








3. Identified alternative solutions 








4. Selected best solution 








5. lmplenf>onted solution 








Used Problem-Solving Techniques 


Yes 


No 


Comments 


1. Identified the problem 








2. Gathered information 








3. Recorded data 








4. Analyzed data 








5. Identified possible solutions 








6. Tried logical solutions 








7. Eliminated inappropriate solutions 








8. Selected th-j best solution 








9. Implemeniod best solution 









ScMsfactory 



Should Mo'^e On □ 
Repeat This Unit □ 



Student Signature/Date 



Instru'^tor SignatureOate 
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